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USER FRIENDLY ARITHMETIC

INTRODUCTION

OUTLINE

WE WILL START WITH A REVIEW OF DEFINITIONS, NUMBER
ORGANIZATION, OPERATIONS AND SYMBOLS.

WORD PROBLEMS WILL FORM THE BASIS FOR EXAMINING EACH
MATHEMATICAL PROCEDURE.

WORD FROBLEMS CONTAIN EASY NUMBERS AND PROCEDURES AT THE
BEGINNING IN ORDER TO EMPHASIZE UNDERSTANDING OF THE PROBLEM.
THE PROBLEMS WILL INCREASE IN COMPLEXITY AS CONFIDENCE AND
SKILL IMPROVE.

WE WILL PAUSE FOR CALCULATION DRILLS WHEN NECESSARY.

EXPECT ONE OR TWO PROBLEMS IN EACH OF THE FOLLOWING AREAS:

A. WHOLE NUMBERS
ADDITION
SUBTRACTION
MULTIPLICATION
DIVISION
MIXED/MULTIPLE OPERATIONS

B. DECIMALS
PLACE NAME/PLACE VALUE/ROUNDING
ADDITION
SUBTRACTION
MULTIPLICATION
DIVISION
MIXED/MULTIPLE OPERATIONS

cC. FRACTIONS
FRACTION/DECIMAL CONVERSIO
EQUIVALENT/COMMON DENOMINATOR
LOWEST TERMS/MIXED NUMBERS
ADDITION
SUBTRACTION
MULTIPLICATION
DIVISION
MIXED/MULTIPLE OPERATIONS

D. RATIO/PROPORTION/PERCENT
CONVERTING DECIMALS, FRACTIONS, PERCENTS
PROPORTION ‘
PERCENT
INTEREST




= 2.  LEARNER PARTICIPATION:

* LOOK UP UNFAMILIAR WORDS. OPERATIONS OR PROCEDURES.

x MAKE A WORD LIST.

* ASK QUESTIONS ABOUT ANYTHING YOU DON’T UNDERSTAND:

CONTENT (WORDS, SYMBOLS, NUMBERS )

PROCEDURE (USING RESOURCES, ORDER OF OPERATIORS)
RESULTS OF PROBLEM SOLVING ACTIVITY

METHODS USED: YOURS AND OTHERS

REASONS FOR YOUR SELECTION OF A PARTICULAR METHOD

ADVANTAGES OF ONE METHOD OVER ANOTHER

* PRACTICE UNFAMILIAR OPERATIONS AND PROCEDURES:

PAPER AND PENCIL
COMPUTER AIDED INSTFRCTION

3. METHODS AND PROCEDURES_TO BE USED IN THIS COURSE:
A, WORD PROBLEMS:

READ WORD PROBLEMS (TWO OR MORE TIMES)
DETERMINE WHAT IS BEING ASKED
DRAW A PICTURE TO HELP UNDERSTANDING
DETERMINE CALCULATIONS REQUIRED (SET UP THE EQUATION)
USE BOOKS AS RESOURCES: 1 )MATH BY OBJECTIVES
2 YHEALTH OCCUPATIONS MATH
3 )HEALTH OCCUPATIONS KNOWLEDGE
4)DICTIONARY

CALCULATE

CHECK YOUR CALCULATIONS

ANSWER THE QUESTION

WRITE TEE RESULTS SO OTHERS WILL UNDERSTAND THEM

PRACTICE EXERCISES:
WILL BE BASED ON THOSE OPERATIONS USED IN WORD PROBLEMS
WILL VARY DEPENDING ON INDIVIDUAL REQUIREMENTS
WILL NORMALLY BE DONE OUTSIDE CLASS
WwILL BE REVIEWED IN CLASS IF NOT UNDERSTOOD,
OTHERWISE WILL BE REVIEWED BETWEEN CLASSES

TESTING:
ASSESSMENTS BEFORE/AFTER COURSE TO DETERMINE SKILL LEVEL

INFORMAL ASSESSMENT BASED ON DEMONSTRATED PERFORMANCE ON
PROBLEM SOLVING AND PRACTICE EXERCISES;
INCLUDES PERIPHERAL ABILITIES SUCH AS CONFIDENCE,
ORGANIZATION,THOUGHTFULNESS.ABILITY"NDCOMMUNICATE

RESULTS COMMUNICATED VERBALLY TO STUDENT

RECORDED IN INDIVIDUAL FOLDERS MAINTAINED BY PROJECT PRO

MEETING_TIME/PLACE: TBA
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READ AND COMPREHEND

1.

'2n

Read the probiem aloud.

Do you know all the words in the probiem? Look up those of which you -

are not sure.

Summarize in your own words what the problem is asking you to do.

Draw a sketch to help you visualize the situation.

DETERMINE MATH CALCULATION(S) TO
BE PERFORMED

5.

Explain whether the problem aské you to add, subtract, multiply or
divide. What are the words of the problem that lead you to that
conclusion?

If applicable from the problem, ask: Are these whole numbers, fractions,
decimals?

FIND IN MATH BOOK AN EXAMPLE OF
PERFORMING THIS MATH CALCULATION

7.

Find an explanation of how to perform this math calculation in the math
book(s).

CALCULATE

8. Use the operations and numbers you have identified to calculate a result
which will give you or lead you to an answer to the question asked.

WRITE

9. Write out the answer in a sentence or paragraph and show all the work,

making sure that anyone who reads it can understand exactly what you
have done.




ARITHMETIC PROBLEMS

4w .. . . .....A. --NUMBER ORGANIZATION: --

#1. YOU TAKE A PATIENT'S TEMPERATI'RE AND
FIND IT TO BE 10! DEGREES FAHRENHEIT. YOU KNOW NORMAL HUMAN BODY
TEMPERATURE IS 93.6 DEGREES.

WHAT CAN YOU SAY ABOUT THIS PATIENT S TEMPERATURE?

DISCUSS WHAT (S MzANT BY "HIiCGH" AND "L "GREATER" AND "SMALLER".

FIND THE PATIF® °S TEMPEFATURE AND No - BODY TEMPERATURE ON THE
SCHEMATIC "THE: {OMZTER™ BELOW.

#2. YOU MEASURE THE HEIGHT OF TWO

PATIENTS. THE FIRST IS SIX FEET. TWO iNCHES. THE SECOND IS SIXTY ﬂ

TWO INCHES.
WHICH IS TALLER? WHICH [S$ BIGGERY EXPLA N,

DISCUSS  WHAT IS MEANT BY "TALL™ AND "SHORT". “BIGGER" AND
"LITTLER".

FIND THE TWO PATIENT'S HEIGHTS O\ “HF SCHEMATIC "RCLER™ BELOW.

FEET INCHES

TR
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B. ADDITION:

C. SUBTRACTION:

D. MULTIPLICATION:

E. DIVISION:

L
4.

*5.
#6.

7.
*8.

#9.

#10.

(CHANGE XNUMBERS TO WHOLE FOR I

HEALTH
HEALTH

HEALTH
HEALTH

HEALTH
HEALTH

HEALTH

HEALTH MATH PAGE

NITTAL

MATH
MATH

MATH
MATH

MATH
MATH

MATH

EXERCISES)

PAGE
PAGE

PAGE
PAGE

PAGE
FAGE

2 AGE

102.

PROBLEM

(K9}
.

PROBLEM 4.

PROBLEM 7.
PROBLEM S.

PROBLEM 1.
PROBLEM 2

PROBLEM 4.

104.

{36 INCHES)
PROBLEMY 6.
{60 INCHES)

i
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o . . F.  MIXED MULTIPLE OPERATIONS: . — - -~ — — —

(CHANGE NUMBERS TO WHOLE FOR INITIAL EXERCISES) $18. SIS, s11. s~

#11.TOUR REGISTRATION

1 TWO FAMILIES OF wuC EMPLOYEES WISH T0 GO ON THE TOUR TO MONTICELLO
S ADVERTISED ON THE ATTACHED FLYER. THERE ARE FOUR ADULTS AND FIVE
CHILDREN IN THE TwO FAMILIES. BUT THE TWO TEENAGERS EACH WANT TO

TAKE A FRIEND ALONG. THE CHILDREN'S AGES ARE AS FOLLOWS: 15. O

13,12, 9, 8. 3, THERE IS ONLY S1300 AVAILABLE TO PAY FOR THE TRIP.

e 3 - WHAT IS THE LARG
© -~ WHOLE GRoOtUP~>

EST NUMBER OF PEOPLE THAT CAN. GO FROM THE

12
B

[F EACH FAMILY MUST INCLUDE AT LEAST oN

E ADULT. HOW MANY CAN
GO? o . A

s

IF EACH CHILD MUST BE

ACCCMPANIED BY AN ADULT. How MANY CaN
PARTICIPATE"

N [F THE TEENAGERS DECIDE NOT TO Go. <D THEIR PARENTS WILL
ALLOW THIS. HOW MANY OF THE REST CAN ()”

5. THEY CAME UP WITH $1.00 MORE TO SPEND ON THE TRIP. ANSWER
QUESTIONS ONE THROUGH FOUR BASED ON THiS NEW IRMATION,
6. HOW MUCH WoULD IT COST FOR EVERYONE TO GOo»

HOW MUCH WOULD IT COST THE TWO FAMILIES IF THE TWO FRIENDS

PAID THEIR OWN way® STATE ANY ASSUMPTIONS YOU MUST MAKNE ToO
ANSWER THIS QUESTION.

S. USING ANY NUMBER OF EACH AGE GROUP. WITHOUT REGARD TO THE
FAMILIES ABOVE. FIND A COMBINATION OF ADULTS(OVER 1e6).
TEENS(13~-16). CHILDREN(6-12) AND TODDLERS (UNDER 6) WHICH wWILL

ALLOW SPENDING EXACTLY s100. STATE THE NUMBER IN EACH AGE
GROUP,

9. WHAT MATHEMATICAL OPERATION

S DO YOU NEED To USE TO OMPLETE
THE REGISTRATION SLIP?

10.  WHAT MATHEMATICAL OPERATIONS DO YOU NEED TO ANSWER ALL OF THE
QUESTIONS®
L1. WHERE WI.L yoU LOOK FOR HELP TO DO THE MATH CORRECTLY?

IZ. WHERE WILL YoU GET ANSWERS TO QUESTIONS ABOUT THE TOUR (LIKE
MUST CHILDREN BE ACCOMPANIED BY AN ADULT)"

s |~

|
|
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i
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|
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FREE D.C.

when: 3aturdav, april < Cepart WMC:
- or - Return WHMC:
Saturday, april I1%

o w
oo
oo
o

58

ree: 31.3C per person

Number of Seats: Total pavment attached: 3§
Hake checks pavable to WMC.

Take advantage of some of the wonderful attractions in DC which are free of

charge, often thanks to us, the taxpayers! Begin the day amidst the daifodiis,
cherrv blossoms and magnolias on a tour of the National Arboretum. Furchase

lunch “in the cafeteria at the National Shrine of the Immaculate Conception.

Take a guided tour of this magnificent cathedral. NASA Space Flight Center in

Greenbelt 1is the next stop where hands-on exhibits explaining the space

program will delight adults and children.

* This is the weekend of the Cherry Blossom Festival, but our trip.is designed
to avoid the crowds and congestion downtown.

X4

Name: Dept:
Address:
Home Phone: Dept Ext:
------ celip - - - - -~ - - - - ¢lip~ - = = - - - - - - - ¢lip~- = =~ - - - -

When: Saturday, Mayv S Depart WMC: 8:3
- or - Return WMC: 7:3
Saturdayv, May 30

Fee for luncheon buffet and tours of Michie Tavern & Monticello:

L7 yrs - Adult $18.00 x persons = 3
i3 yrs - 16 vrs 14.50 x persons =
6 vrs - 12 vrs 10.50 x persens =
5 vrs and under 7.50 x persons =

Total payment attached: $
Make checks payable to WMC.

Spring shouid be in full bloom at Michie Tavern and Monticello for this outing
in Thomas Jefferson's Virginia. A tour of the 200 year old tavern, mill and
winervy will precede a buffet lunch of fried chicken and all the 3Southern
fixin's. Then there will be ample time at Monticello to see the gardens, the
house, the out buildings and the gift shop. (There will be a wait in line for
the 45 minute house tour because Monticello does not schedule tours. The line
tands to move fairly quickly as groups of 25 are taken inside everv 5 - 3
minutes.)

Name: Dept:

Address:

4
13- -~




G. DESIGNING PROBLEMS:

THE HOSPITAL HAS FIVE FLOORS AND A BASEMENT. FOUR F THF

FLOORS HAVE PATIENT ROOMS. THERE ARE SIXTY-FIVE PATIENT ROOMS OGN

EACH OF THE FOUR FLOORS.

WRITE DOWN A QUESTION WHICH MAY BE ANSWERED BY MATHEMATICAL
APPLICATIONS OF THE INFORMATION ABOVE. DESCRIBE THE PROBLEM SET-
CP. WHICH OPERATIONS ARE TO BE (SED AND THE ORDER OF OPERATIONS.
AFTER DISCUSSTON WITH OTHER PARTICIPANTS AND THE INSTRUCTOR.
ATTEMPT TO WORK OUT THE ANSWER. YOU MAY WISH TO ADD QUESTIONS
AFTER THE DISCUSSITONS AND ANSWER THEM AS WELL.




DECIMALS

A ADDITION:

#1. FIND A BaNK STATEMENT [N THE HEALTH
QCCUFATIONS KNOWLEDGE BASE: DISCUSS HOW YOU WENT ABOUT FINDING THE
STATEMENT. ADD THE NUMBERS [N THE COLUMN ENTITLED "DEPOSITS AND
OTHER CREDITS": CAN YOU FIND THE TOTAL YOU COMPUTED ANYWHERE ELSE
ON THE FORM? '

#2. NOW ADD THE NUMBERS IN THZ COLUMN
ENTITLED "CHECKS AND OTHER DEBITS": CAN YOU FIND THE TOTAL YOU
COMPUTED ANYWHERE ELSE ON THE FORM? HOW (AN YOU USE THESE TOTALS
WITH THE BEGINNING BALANCE TO (COMPUTE THE NEW BALANCE?

B. SUBTRACTI1ON: #3. HEALTH MATH PAGE 9~ . PROBLEM 1.
#4. HEALTH MATH PAGE 98. PROBLEM 3.

C. MULTIPLICATION: #5. HEALTH MATH PAGE 66. PROBLEM 9.
#6. HEALTH MATH PAGE 63. PROBLEM 10.

D. DIVISION: #7. HEALTH MATH PAGE 78. PROBLEM 1
#8. HEALTH MATH PAGE S2. PROBLEM 5

E. MIXED MULTIPLE OPERATIONS:
#9. HEALTH MATH PAGE ~2. PROB 14,
#10. HEALTH MATH PAGE 6. PROB 17,
YO HAVE RECEIVED A NOTICE IN T -= MAIL AS FOLLOWS:

DEAR CUSTOMER.

WE  REGRET [THAT DUE TO INFLATION WE FIND [T NECESSARY TO
[NCREASLE PRICES aN SOME OF OCUR PRCDUCTS. WE HAVE ALSO CHANGED OCUR
SHIPPING RATE SCALE TO REFLECT CURRENT ¢OSTS MORE CLOSELY.
SHIPPING CHARGES ARE NOW FIGURED AT 1.3% OF TOTAL SALES PRICE PER
ORDER (BEFORLE SALES TaX). BELCW YoU WILIL FIND A REVISED PRICE
LEST. ANY ITEMS NOT LISTED WIlil CONTINUE TO BE SUPPLIED AT THE
FCONOMICAL PRICES INDITATED IN SUR CURRENT CAiALOGUE.

CATA OGUE NUMBER DESCRIPTION UNIT PRICE
X31§ COPY PAPER S5 o.,35/REAM
Al02 DAILY LOG PAGES 5 .21

C30 FILE FOLDERS S 4.4

.L778 LEGAL [FADS S12.25/D0Z
AlO1 PATIENT LEDGER D S31.3071000
R6G30 PHONE MSG. BOOKS S S.o04
QLS POST-IT NOTE PaADS 5 3.45/DLO7Z

SINCERRELY.
SUPERTOR OFFiCE SUPPLY

COMPLETE THE LIST OF FXTHENSION PRICES BASED ON THIS NEW INFORMATION
AND WRITE THE SUBTOTAL. SALLES TAX. SHIPPING AND TOTAL COST.

5 ST SOPY AVAILABLE
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F. DESIGNING PROBLEMS:

THE HOSPITAL HAS FIVE FLOORS AND A BASEMENT. FOUR OF THE
FLOORS HAVE PATIENT ROOMS. THERE ARE SIXTY-FIVE PATIENT HOOMS ON
EACH OF THE FOUR FLOORS.

EACH ROOM HAS AT LEAST ONE BED AND SOME ROOMS HAVE TWO. Nu)
ROOMS HAVE MORE THAN TWO BEDS. T[HERE ARE FOUR HUMDRED HATIENT HBroS
I[N THE HOSPITAL.

A PATIENT PAYS FIVE HUNDRED THIKTEEN DOLLARS AND TWENTY FIVE
CENTS PER DAY FOR A RBED [F THERE AR+ TWO REDS TO A ROOM AND SEVEMN
HUNDRED NINE DOLLARS AND FIGHTY ONE CENTS PER DAY [F ASSIGNED 1o A
ROOM WITH ONt BED.

WR e DOWN AT LFAST WO NEW QUESTIONS WHICH MAY BE ANSWERED By
MATHeEMATICAL APPLICATIONS OF THe (NFORMATION ABOVE. WRITE ONE
QUESTICN ON ONE PAGE OF PAPLK. UNDER EACH DESCRIBE THE PROBLEM
SET-CP. WHICH OPERATIONS ARE TO HE USED AND ORDER OF OPERATIONS.
AFTER DISCUSSION WITH OTHRR PARTICIPANTS AND THE INSTRUCTOR.
ATTEMPT TO WORK OULT THE ANSWER TO EACH QUESTION. YOU MAY WISH TO
ADD QUESTIONS AFTER THE DISCUSSLONS AND ANSWER THEM AS WELL.
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USER FRIENDLY FRACTIONS

INTRODUCTION

OUTLIN

WE -WILL START WITH A REVIEW OF DEFINITIONS, NUMBER
ORGANIZATION, OPERATIONS AND SYMBOLS.

WORD PROBLEMS WILL FORM THE BASIS FOR EXAMINING EACH
MATHEMATICAL PROCEDURE. o
WORD PROBLEMS CONTAIN EASY NUMBERS AND PROCEDURES AT THE
BEGINNING IN ORDER TO EMPHASIZE UNDERSTANDING OF THE PROBLEM.
THE PROBLEMS WILL INCREASE IN COMPLEXITY AS CONFIDENCE AND
SKILL IMPROVE.

WE WILL PAUSE FOR CALCULATION DRILLS WHEN NECESSARY.

EXPECT ONE OR TWO PROBLEMS IN EACH OF THE FOLLOWING AREAS:

A WHOLE_NUMBERS
ADDITIGN
SUBTRACTION
MULTIPLICATION
DIVISION
MIXED/MULTIPLE OPERATIONS

B. DECIMALS
PLACE NAME/PLACE VALUE/ROUNDING
ADDITION
SUBTRACTION
MULTIPLICATION
DIVISION
MIXED/MULTIPLE OPERATIONS

c. FRACTIONS
FRACTION/DECIMAL CONVERSION
EQUIVALENT/COMMON DENOMINATOR
LOWEST TERMS/MIXED NUMBERS
ADDITION
SUBTRACTION
MULTIPLICATION
DIVISION

MIXED/MULTIPLE OPERATIONS

D. RATTIQ/PROPORTION/PERCENT
CONVERTING DECIMALS, FRACTIONS, PERCENTS
PROPORTION
PERCENT

INTEREST

E. OTHER TOPICS_AS_DESIRED
MEASUREMENTS
UNIT CONVERSIONS
GRAPHS
TABLES

[

¢




2. LEARNER PARTICIPATION:

x LOOK UP UNFAMILIAR WORDS, OPERATIONS OR PROCEDURES.
* MAKE A WORD LIST.

* ASK QUESTIONS ABOUT ANYTHING YOU DON’'T UNDERSTAND:
. CONTENT (WORDS. SYMBOLS, NUMBERS) .
PROCEDURE (USING RESOURCES. ORDER OF OPERATIONS)
RESULTS OF PROBLEM SOLVING ACTIVITY
METHODS USED: YOURS AND OTHERS
REASONS FOR YOUR SELECTION OF A PARTICULAR METHOD
ADVANTAGES OF ONE METHOD OVER ANOTHER

x PRACTICE UNFAMILIAR OPERATIONS AND PROCEDURES:

PAPER AND PENCIL
COMPUTER AIDED INSTRUCTION

3. METHODS AND PROCEDURES TO BE USED IN THIS COURSE:

A, WORD PROBLEMS:

READ WORD PROBLEMS (TWO OR MORE TIMES)

DETERMINE WHAT IS BEING ASKED

DRAW A PICTURE TO HELP UNDERSTANDING

DETERMINE CALCULATIONS REQUIRED (SET UP THE EQUATION)

USE BOOKS AS RESOURCES: 1)MATH BY OBJECTIVES
2)HEALTH OCCUPATIONS MATH
3)HEALTH OCCUPATIONS KNOWLEDGE
4 )DICTIONARY

CALCULATE

CHECK YOUR CALCULATIONS

ANSWER THE QUESTION

WRITE THE RESULTS SO OTHERS WILL UNDERSTAND THEM

B. PRACTICE EXERCISES:
WILL BE BASED ON THOSE OPERATIONS USED IN WORD PROBLEMS
WILL VARY DEPENDING ON INDIVIDUAL REQUIREMENTS
WILL NORMALLY BE DONE OUTSIDE CLASS
WILL BE REVIEWED IN CLASS IF NOT UNDERSTOOD,
OTHERWISE WILL BE REVIEWED BETWEEN CLASSES

c. TESTING:

ASSESSMENTS BEFORE/AFTER COURSE TO DETERMINE SKILL LEVEL

INFORMAL ASSESSMENT BASED ON DEMONSTRATED PERFORMANCE ON
PROBLEM SOLVING AND PRACTICE EXERCISES;
INCLUDES PERIPHERAL ABILITIES SUCH AS CONFIDENCE,
ORGANIZATION, THOUGHTFULNESS, ABILITY TO COMMUNICATE

RESULTS COMMUNICATED VERBALLY TO STUDENT

RECORDED IN INDIVIDUAL FOLDERS MAINTAINED BY PROJECT PRO

D. MEETING TIME/PLACE: TBA

ot
(g
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FRACTIONS

A. NUMBER ORGANIZATION:

#1. THE PHARMACIST HAS TWO BOTTLES OF
MEDICINE ON THE SHELF. BOTH BOTTLES ARE GRADUATED FRACTIONALLY.
THE FIRST IS ONE THIRD FULL AND THE SECOND IS TWO FIFTHS FULL. IF
THE BOTTLES ARE THE SAME SIZE. WHICH CONTAINS THE GREATER AMOUNT OF
MEDICINE?
DISCUSS WHAT IS MEANT BY "GREATER” AND "SMALLER" WHEN COMPARING
FRACTIONS. ARE THERE THINGS TO CONSIDER THAT WERE NOT PRESENT WHEN
TALKING ABOUT WHOLE NUMBERS?

#2. [N CLEANING OUT THE MEDICINE CHEST
JANE FOUND EIGHT PARTIALLY FULL BOTTLES OF RUBBING ALCOHOL, ALL THE
SAME SI1ZE. EACH BOTTLE WAS TWO FIFTHS FULL. [F SHE COMBINED ALL
OF THE ALCOHOL INTO THE LEAST POSSIBLE NUMBER OF BOTTLES, HOW MANY
FULL BOTTLES OF ALCOHOL WOULD SHE HAVE?

B. ADDITION:

#3. IN CLEANING OUT THE MEDICINE CHEST
JANE FOUND THREE PARTIALLY FULL PINT BOTTLES OF RUBBING ALCOHOL,
ALL THE SAME SIZE. THE FIRST BOTTLE WAS THREE QUARTERS FULL, THE
SECOND BOTTLE ONE THIRD FULL AND THE LAST BOTTLE ONE EIGHTH FULL.
HOW MANY PINTS OF ALCOHOL DID SHE FIND?

#4. YOU NEED TO BUY FIVE POUNDS OF
HAMBURGER FOR A WEEKEND PICNIC. AT THE SUPERMARKET MEAT COUNTER
YOU FIND PACKAGES OF HAMBURGER LABELED AS FOLLOWS: 1&l1/2 1b,
l&1/4 lb. 1&1/5 1b. 1&7/8 1b. 1&1/3 1b. i&3/6 1b. 1&3/4 1lb, °
1&2/3 1b, 1&3/10 Ib. 1&3/8 1b. THE PRICE PER POUND ON EACH LABEL
[S $1.75. WHICH PACKAGES WILL YOU BLY TO GET AT LEAST FIVE POUNDS.
BUT SPEND LITTLE OR NO EXTRA MONEY.

C. SUBTRACTION: #5. HEALTH MATH PAGE 97. PROBLEM 1.
. #6. HEALTH MATH PAGE 99, PROBLEM 3.

D. MULTIPLICATION:

#7. A TEASPOON IS ONE THIRD OF A
TABLESPOON. A TABLESPOON IS ONE HALF OF AN OUNCE. A TEASPOON IS
WHAT PART OF AN OUNCE? IS THE ANSWER DIFFERENT [F THE QUESTION IS
"WHAT PART OF AN OUNCE IS A TEASPOON?"

E. DIVISION:

#8. HOW MANY TEASPOONS IN ONE OUNCE?
THERE ARE SIXTEEN OUNCES IN A PINT. HOW MAXNY TEASPOONS IN A PINT?
WHAT PAR!I OF A PINT IS A TEASPOON?




F. MIXED MULTIPLE OPERATIONS:
#9. A SCHOOL NURSE NEEDS 7T GIv: TN
CHILDREN EACH A TABLESPOON AND A HALF OF CoOUGH MEDICINE, SHE RHAS
A PINT BOTTLE OF COUGH MEDICINE WH:iCH IS ONE HALE FULL.  SHE RKNowWS
IAERE ARE 32 TABLESPOONS [N ONE PINT. DCES  SAE  HAVE  ENOQOUGH
MEDICINE? [F SO. HOW MUCH WILL BE LEFT AFTER GIVING ALL THE
CHILDREN THELIR SMEDICINE?

G. DESIGNING PROBLEMS:

THE HOSPITAL HAS FIVE FLOORS AND A BASEMENT. FOUR OF THE
FLOORS HAVE PATIENT ROOMS. THERE ARE SIXTY-FIVE PATIENT ROOMS ON
EACH OoF THE FOUR FLOORS.

EACH ROOM HAS AT LEAST CNE BED AND SOME ROOMS HAVE TWO. N
ROOMS HAVE MORE THAN TWO BEDS. [HERE ARE FOUR HUNDRED PATIENT BEDS
[N THE HOSPITAL.

A PATIENT PAYS FIVE HUNDRED THIRTEEN DOLLARS AND TWENTY FIVE
CENTS PER DAY FOR A BED I'F THERE ARE TWO BEDS TO A ROOM AND SEVEN
HUNDRED NINE DOLLARS AND EIGHTY ONE CENTS PER DAY (F ASSIGNED TO A
ROOM WITH ONE BED.

ON AVERAGE HALF CF THE TWO-BED ROOMS ARE FULLY OCCUPIED AT ANY
ONE TIME. ONE QUARTER GF THE TWO-BED ROOMS HAVE ONE BED OCCUPIED
AND TWO THIRDS OF THE SINGLE-BED ROOMS ARE OCCUPIED AT ONE TIME.

WRITE DOWN AT LEAST TWO NEW QUESTIONS WHICH MAY BE ANSWERED BY
MATHEMATICAL APPLICATIONS OF THE [INFORMATION ABOVE. WRITE ONE
QUESTION ON ONE PAGE OF PAPER. UNDER Ex'H DESCRIBE THE PROBLEM
SET-UP. WHICH OPERATIONS ARE TO BE USED D ORDER OF OPERATIONS.
AFTER DISCUSSION WITH OTHER PARTICIPAN!S AND THE INSTRUCTOR.
ATIEMET TO WORK OUT THE ANSWER TO EACH QUL sTION. YOU MAY WISH 10
ADD QUESTYONS AFTER THE DISCUSSIONS AND ANSWER THEM AS WELL.
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RATIO/PROPORTION/PERCENT

A. CONVERTING DECIMALS, FRACTIONS, PERCENTS:

#1. TWENTY FIVE OF FORTY PATIENTS HAVE
PAID THEIR HOSPITAL BILLS [N FULL. WHAT FRACTION OF PATIENTS HAVE
PAID UP? WHAT PERCENT OF PATIENTS HAVE PAID UP? EXPRESS THIS
PERCENTAGE AS A DECIMAL.

B. PROPORTION:

#2. A LIQUID MEDICINE HAS A LABEL
[INDICATING THAT THE CONCENTRATION {S 15mg/ml. THE DOCTOR HAS
ORDERED A DOSE OF 60mg OF THE MEDICINE BE GIVEN TO MR. JONES. HOW
MUCH OF THE LIQUIiD SHOULD BE MEASURED OUT FOR HIMY

#3. A LARGE VOLUME PARENTERAL IN A LITER
BAG MUST BE INFUSED OVER 24 HOURS. AT WHAT INFUSION RATE (ml/HR)
WOULD YOU SET THE PUMPY - (ROUND OFF YOUR ANSWER TO THE NEAREST ml.)

o et




PERCENT:
#4. AEROBICS CLASS REGISTRATION

'SE THE ATTACHED FLYER TO ANSWER THE FOLLOWING QUESTIGNS:

1.

tv

[¢2)

10.

1.

13.

ACCORDING TO THE FLYER. WHAT CONSTITUTES A "SESSION"! 1S THE
DEFINITION OF "SESSION" [MPORTANT TO THIS PROBLEMY

I[F YOU DECIDE TO SIGN UP FOR AEROBICS ON MONDAY AMND WEDNESDAY .
HOW MUCH WILL YOU HAVE TO PAY TO ATTEND FROM AUG 31 TO DEC 167

IF YOU DO SIGN UP FOR AEROBICS ON MONDAY AND WEDNESDAY. HOW
MUCH WILL EACH 45 MINUTE PERIOD COST?

HOW MUCH DOES FIGURE SHAPING COST?
WHEN IS BODY SCULPTING AVAILABLE?

HOW MUCH WILL YOU HAVE TO PAY FOR BOTH AEROBICS AND BODY
SCULPTING FROM 1 SEP TO 1~ DEC?

A DISCOUNT IS THE DIFFERENCE BETWEEN THE FCULL PRICE AND THE
DISCOUNTED PRICE. THE FLYER OFFERS A DISCOUNT FOR JOINING
BOTH AEROBICS AND BODY SCULPTING AT THE SAME TIME. HOW MUCH
[S THE DISCOUNTY

THE % DISCOUNT [S THE DISCOUNT DIVITED BY THE FULL PRICE.
WHAT IS THE % DISCOUNT IN THIS CASEY

[F THE PRICE DOESN'T CHANGE. AND YO!U TAKE AEROBICS NOW AND
BODY SCULPTING IN JANUARY. HOW MUCH WOULD YOU EXPECT TO PAY?

HOW MUCH MONEY WOULD YOU SAVE BY TAKING BOTH AEROBICS AND BODY
SCULPTING NOW?

WHAT MATHEMATICAL OPERATIONS DO YOU NEED TO USE TO ANSWER
THESE QUESTIONSY

WHERE WILL YOU LOOK FOR HELP TO DO THE MATH CORRECTLY:

WHERE WILL YOU GET HELP TO UNDERSTAND THE FORM?




SESSION I:

SESSION II:

SESSION III:

COST:

REGISTRATION:

GEAR:

QUESTIONS:

AEROBICS

Moderate Impact Aerobics
Monday and Wednesday 4:45 - 5:30 p.m.

~Kugust 31 - December 16, 1992

Rehabilitation Services, WMC

Moderate Impact Aerobics

Tuesday and Thursday 5:00 - 5:45 p.m.
September 1 - December 17, 1982

PRI, 1st Floor, 333 West Cork Street

Figure Shaping - toning and conditioning
Tuesday and Thursday 5:45 - 6:30 p.m.
September 1 - December 17, 1892

PRI, 1st Floor, 333 West Cork Street

$40.00 for 16 weeks/32 sessions

$30.00 per session for joining beoth Aerobics
and Body Sculpting

Make checks payable to Winchester Medical
Center

For new participants, send Health History Form,
consent and payment agreement with fee.

For renewed registrants, send payment
agreement and fee to Comprehensive Health
Services.

Cool, comfortable clothing, supportive aerobic
or workout shoes, and a mat or towel for
floor work are recommended.

Please call Karin Hemphill at extension
8885.

[ I
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D. INTEREST:

#5. IF YOU PUT $1000.00 INTO A SAVINGS
ACCOUNT THAT PAYS 5% SIMPLE ANNUAL INTEREST. HOW MUCH MONEY Wil
YOU HAVE AT THE END OF ONE VEAR?

#6. IF YOU PUT $1000.00 INTO AN ACCGUNT
WHICH PAYS S7m ANNUAL [NTEREST COMPOUNDED QUARTERLY. HOW MUCH WILL
YOU HAVE AT THE END OF THREE MONTHS®

HOW MUCH AT THE END F SIX
MONTHS?? HOW MUCH AT THE END OF NINE MONTHS? HOW MUCH AT THE END
OF THE YEAR?"
-
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E.  MIXED MULTIPLE OPERATIONS:
' #7 .PERFORMANCE APPRAISAL WORKSHEET

MR. JACK SHUX (SSN 222-22-2222) WORAS FOR YOU. LAUK LUSUALLY
WORKS HARD ON THE JOB. BUT OFTEN DOES NOT ACHIEVE EXPECTED RESULTS.
HE DOES PARTICULARLY WELL WHEN HE IS I[INTERESTED IN THE TASK AT
HAND. WHICH HAPPENS OCCASIONALLY. AT ROUTINE. REPETITIVE OR BORING
WORK HIS RESULTS ARE MEDIOCRE TO ADEQUATE. THOUGH HE APPEARS TO TRY
HARD. MR. SHUX IS QUIET AND LAID BACK MOST OF THE TIME. UsCUALLY
FRIENDLY WHEN HE DOES INTERACT WITH PEOPLE. HE SEEMS TO AVOID
CONTACT WITH OTHERS WHEN HE CAN. DCURING THE LAST YEAR. THE PERIOD
WHICH YOU'RE EVALUATING. HE HAD ONE PUBLIC. LOUD ARGUMENT WITH A
FEMALE (CO-WORKER DURING WHICH EMOTIONAL PROFANITY WAS EXCHANGED.
THE CO-WORKER. ALSO YOUR SUBORDINATE. LEFT EMPLOYMENT ABOUT ONE
MONTH LATER. AND YOU COULD NOT DETERMINE ANY CONNECTION BETWEEN THE
ARGUMENT AND HER LEAVING. SHE WAS THE BETTER EMPLOYEE. JACK WAS
ABSENT TWICE. ONE DAY EACH. WITHOUT EXPLANATION. DURING THE YEAR.
HE [S NEVER LATE FOR WORK. HE ATTENDED ALL IN-SERVICES. TO YOU HE
[S POLITE. BUT NOT SUBMISSIVE. HE WILL GIVE HIS OPINION ONLY WHEN
ASKED. BUT THE OPINIONS YOU'VE HEARD FROM HIM DO NOT SEEM VERY WELL
THOUGHT OLT, YOU KNOW LITTLE ELSE ABOUT JACK SHUX. HIS JOB
REQUIRES PHYSICAL AND MENTAL SKILLS AND SOME COMMUNICATION WITH
OTHER EMPLOYEES. HE HAS VERY LITTLE CONTACT WITH PATIENTS. HIS
DUTIES DO NOT REQUIRE MUCH TRAINING OR TECHNICAL ABILITY.

EVALUATE JACK SHUX ON HIS JOB USING THE ABOVE INFORMATION TO
DETERMINE PERFORMANCE RATING IN EACH OF THE FOLLOWING AREAS:

AREA PERCENT WEIGHT
1. C.A.R.E. STANDARDS 10
2. KNOWLEDGE OF THE JOB 30
3. EFFORT 20
4. RELTABILITY 23
s, BEHAVIOR ON THE JOB 3
6. ABILITY TO FOLLOW INSTRUCTIONS 10

COMPUTE DECIMAL TOTALS (MULTIPLY PERCENT WEIGHT BY PERFORMANCE

RATING FOR EaLH AREA). COMPUTE DECIMAL POINT (ADD ALL DECIMAL
TOTALS . AND OVERALL PERFORMANCE RATING (USING SCALE AT LOWER LEET
OF  WORKSHEET) . FILL OUT THE WORKSHEET: PUT YOUR NAME ON
"APPRALISER'S SIGNATURE" LINE. USE TODAY'S DATE. EXPLAIN EACH

{INDIVIDUAL RATING WITH ONE OR MORE SENTENCES ON THE BACK UNDER
“APPRAISER'S COMMENTS™.

ANSWER THE FOLLOWING QUESTIONS ABOUT THIS PROJECT:
l. WHAT MATHEMATICAL OPERATIONS DO YOU NEED T (SE TO CUMPLETE
THE WORKSHEET"

2. WHERE WILL YOU LOOK FOR HELP TO DO THE MATH CORRECTLYY

3. WHERE WILL YOU LOOK FOR HELP AND GUIDANCE [N COMPLETING THE
WORKSHEET !

+. DEFINE THE FOLLOWING WORDS [N A WAY THAT 1S MEANINGFUL ToO
COMPLETING THE WORKSHEET: RESPONSIBILITIES, STANDARDS.

APPRAISAL. WHERE CAN YOU FIND THIS INFORMATION?
WHICH Ot THE DEFINITIONS IN NUMBER 4 SEEMS LEAST IMPORTANT TO
YOU IN COMPLETING THE WORNSHEET?

2
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Winchester Medical Center, Inc.

Performance Appraisal Worksheet
Job Title
Name
Social Security #
Review Date

Department
Required Inservices Completed? Yes ____ No
(Not meeting this would result in hold in merit (non-retroactive)
Abbreviate key responsibilities ss listed on the Job Description Percent Performance Decimal
(Uss additional peges if necessary.) weight Rating Total

1. C.A.R.E. Standards

2. '

X =
3.
X -
4.
x =
5.
X -
6. x =
1 7. X = I
8. x - '
9 . x -
10. X =
110 X -
3.65-4.00 Outstanding(consistently exceeds standards) Decimal point: (sum of decimel totals) '
2.80-3.64 Generally exceeds standards
1.95-2.79 Meets standerds Performence Rating:
1.00-1.9% Does not meet standards
Employee’s Signature- Date Appraiser’s Signature Date'
Q l
B ) e}
EJSQ;S.Q Other Side) ‘ Department Head’s Signature Date
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Appraiser’s Comments:

Employee’s Comments:

Goals:

Employee Signature
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Iin/on 1inz/an lale Wi-%i
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F. DESIGNING PROBLEMS:

THE HOSPITAL HAS FIVE FLOORS AND A BASEMENT. FOUR OF THE
FLOORS HAVE PATIENT ROOMS. THERE ARE SIXTY-FIVE PATIENT ROOMS ON
EACH OF THE FOUR FLOORS.

EACH ROOM HAS AT LEAST ONE BED AND SOME ROOMS HAVE TWO. NO
ROOMS HAVE MORE THAN TWO BEDS. THERE ARE FOUR HUNDRED PATIENT BEDS
[N THE HOSPITAL.

A PATIENT PAYS FIVE HUNDRED THIRTEEN DOLLARS AND TWENTY FIVE
CENTS PER DAY FOR A BED IF THERE ARE TWO BEDS TO A ROOM AND SEVEN
HUNDRED NINE DOLLARS AND EIGHTY ONE CENTS PER DAY IF ASSIGNED TO A
ROOM WITH ONE BED.

ON AVERAGE HALF OF THE TWO-BED ROOMS ARE FULLY OCCUPIED AT ANY
ONE TIME. ONE QUARTER OF THE TwWO-BED ROO:S HAVE ONE BED OCCUPIED
AND TWO THIRDS OF THE SINGLE-BED ROOMS ARE OCCUPIED AT ONE TIME.

ALL PATIENT ROOMS AND ADJOINING BATHS HAVE TILED FLOORS. EACH
TWO-BED ROOM MEASURES FIFTEEN FEET BY TWELVE FEET. EACH SINGLE-BED
ROOM MEASURES TEN FEET BY TWELVE FEET. EACH ROOM HAS A BATHROOM
ADJOINING (I WHICH HAS A FLOOR SPACE OF TEN SQUARE FEET. ALL
CORRIDORS ARE CARPETED.

WRITE DOWN AT LEAST THREE NEW QUESTIONS WHICH MAY BE ANSWERED
BY MATHEMATICAL APPLICATIONS OF THE INFORMATION ABOVE. WRITE ONE
QUESTION ON ONE PAGE OF PAPER. UNDER EACH DESCRIBE THE PROBLEM
SET-CP. WHICH OPERATIONS ARE TO BE USED AND ORDER OF OPERATIONS.
AFTER DISCUSSION WITH OTHER PARTICIPANTS AND THE [INSTRUCTOR.
ATTEMPT TO WORK OUT THE ANSWER TO EACH QUESTION. YOU MAY WISH TO
ADD QUESTIONS AFTER THE DISCUSSIONS AND ANSWER THEM AS WELL.

0o




GEOMETRY

A. LINES AND ANGLELS:

#1. CONSIDER FOUR STRAIGHT RUADS. TIwO OF
THE ROADS ARE PARALLEL. AND THE THIRD CROSSES THE FIRST TWO AT A
SIXTY DEGREE AMNGLE. THE FOURTH ROAD IS PERPENDICULAR TO THE
PARALLEL ROADS.  Nu MORE THAN TWO ROADS INTERSECT AT ANY ONE PLACE.
EACH INTERSECTION OF TWO ROADS «REATES FOUR ANGLES. DRAW A
DIAGRAM. USING LINES TO REPRESENT EACH OF THE ROADS. WHICH SHOWS
ALL POSSIBLE INTERSECTIONS. [ ABEL EACH ANGLE OF EACH INTERSECTION
WITH ITS STzE [N DEGREES. WHiICH OF THE ANGLES ARE ACUTE. WHICH ARE
GRTUSE AND WHICH ARE RIGHT ANGLESY

B. GEOMETRIC SHAPES:
#2. LWOK UP THE DEFINITION OF "POLYGON".
WRITE DOWN THE PAGE NUMBER AND TITLE OF THE BOUK WHERE YOU FOUND
IT. WHAT IS A REGULAR POLYGON?
WRITE DOWN A SYNONYM FOK EACH OF THE FOLLOWING:
A THREE SIDED POLYGOUN -
A FOUR SIDED POLYGON -
A BIVE SIDED POLYGON -
A SIN SIDFD POLYGON -
A SEVEN SiDED PULYGON -
AN RIGHI SIDED POLYGON -
A NINE SIDED POLYGON -
A TEN SIDED FOLYGON -
A STOP STUGN IS A REGULAR .
A BASEBALL LAY ND IS A . OF 3

FTHERE S A HUGE OFFICE 8UILDING IN SaLINGTON. VA WHICH HAS
FIVE EQUAL SIDES. IT i$ CALLED THE

#3. AS YOU STAND JUST AT THE EDGE OF A
CIRCULAR PGOL WITH A FOUNTAIN [N THE ¢ENTER. YOUR FRIEND STANDS
DIRECTLY GPPOSTITE. ALSO AT THE EDGE. Sw THAT THE FOUNTALN IS

BETWEEN Yol ., A LINE DRAWN HETWE:SIN YoU AND YOI R O OFRIEAND WoOULD
GESCRIBE tHo _____ _ OF THE POOL. A HINME sEiWEEN YOU ANL THE
FPCUNTAIN s AL _ _  OF THE POuI.. [F y0U wALK ABOUT ONE (UARTER
OF ThE Wy AR UND THE POOL WHILE YOUR FRISEND REMAINS STILL. A
ATRATGHT LINE BeTWEEN THE TWO OF “OU NOW Is A OF THE (IRCLE
FORMED BY THE POOL™S EDGE. FHE DisTANCE 10U Wal ki ALONG THE DGR
ot HE POOL IS AN . OF THE C[(R¢Lr.
NAY -

58T SpY AVEILABLE




C. PERIMETER, CIRCUMFERENCE AND AREA OF QUADRILATERALS,
TRIANGLES AND CIRCLES:

A HOSPITAL HAS THREE DIFFERENT SHAPED ROOMS WHICH MANAGEMENT PLANS
TO RECARPET. THE INTERIOR DECORATOR, I[N ORDER TO PROVIDE A
PRELIMINARY ESTIMATE OF THE COST. CONSULTS THE BLUEPRINTS AND FINDS
THAT:

#4. THE FIRST ROOM HAS FOUR STRAIGHT
SIDES OF DIFFERENT LENGTHS AS FOLLOWS: 15 FEET. 12 FEET. 20 FEET
AND 13 FEET. THE 15 FT AND 20 FT SIDES ARE OPPOSITE AND PARALLEL
EACH OTHER, WHILE THE 12 FT SIDE [S PERPENDICULAR TO BOTH OF THEM.
DRAW A LINE DIAGRAM OF THE PERIMETER OF THE ROOM. LABEL EACH SIDE

WITH [TS LENGTH AND COMPUTE THE LENGTH OF THE PERIMETER AND THE
TOTAL AREA OF THE ROOM.

#5. THE SECOND ROOM HAS ONLY THREE SIDES.
ALL STRAIGHT. TWO ©OF THEM ARE AT RIGHT ANGLES AND ARE NINE AND
TWELVE FEET LONG. THE THIRD SIDE IS FIFTEEN FEET LONG. DRAW A
LINE DIAGRAM OF THE PERIMETER OF THE ROOM, LABEL EACH SIDE WITH ITS
LENGTH AND COMPUTE THE LENGTH OF THE PERIMETER AND THE TOTAL AREA
OF THE ROOM.

#6. THE THIRD ROOM IS CIRCULAR AND THE
BLUEPRINT SHOWS ONLY THE DIAMETER. WHICH IS FOURTEEN FEET. USE
H = 22/7. DRAW A LINE DIAGRAM OF THE PERIMETER OF THE ROOM. DRAW
AND LABEL THE RADIUS AND COMPUTE THE LENGTH OF THE PERIMETER
(CIRCUMFERENCE) AND THE TOTAL AREA OF THE ROOM.

D. VOLUME OF PRISMS AND PYRAMIDS:

#7. YOU WANT T¢r FILL A DEEP SINK WITH
WATER. THE SINK [S LARGER AT THE TGP THaN IT IS AT THE BOTTOM.
THE OPEN TOP [S RECTANGULAR AND HORIZONTAL. TWO FEET BY THREE FEET.
THE BOTTOM IS ALSO RECTANGULAR. BUT ONLY ONE FOOT BY THREE FEET.
FLAT AND HORIZONTAL. THE TWO SIDES AND THE BACK ARE FLAT AND
VERTICAL AND TWO FEET. TOP TO ROTTOM. THE FRONT IS FLAT. BLUT
SLANTS OUT TOWARD YOU. DRAW A LINE DIAGRAM OF ONE SIDE. THE TOP
AND THE BOTTOM OF THE SINK. LABELING THE EDGES WITH THEIR LENGTHS.
I[F ONE CUBIC FOOT CONTAINS SEVEN AND ONE HALF GALLONS. HOW MANY
GALLONS WILL YOU NEED TO FILL THE SINKY

8. I'HE GREAT PYRAMID IN EGYPT HAaS A
SQUARE BASE TWO HUNDRED FEET ON A SIDE AND IS NINETY FEET HIGH.
DRAW A LINE DIAGRAM OF THE BASE AND ONE SIDE OF THE PYRAMID.
LABELING EACH KNOWN EDGE WITH IS LENGTH. HOW MANY CUBIC FEET DOES
IT CONTAIN?




. VOLUME OF CYLINDERS AND CONES:

#9. A FIFTY oaalLLoN bxiM oS PHREEZ O FEET
HiuH. THERE ARE SEVEN AND < NF HALF GATLONS N oNE LB BT AND
H = 22/7. WHAT [S {HE DI2MutfeR OF fHE ORUM: T RAW N Yor VikdW AND
A SIDE VIEW OF THE URUM aAND LABEL THE HEIGHT ANMD DIAMETER.

£#10. A PHARMACIST USES A LARGE CONICAL
FUNNEL Tu FILL A NARROW=MOUTH ONE-QUART JAR WITH A VISUCOUS LIQUID.
SINCE THE LIOUID RULNs STOWLY. THE JAR IS ONLY HALF FULL WHEN THE
FUNNEL 3 FILIZED TO THE [oP AND THE PHAERMACIST STOPS ADDING FLUID.
THE FUNNED IS SEVEN INCHES MCROSS AT THE WIDEST END AND THREE
INCHES TALL FROM UHE WIDEST END [0 'HE NARROWEST POINT. USE
= 3277 ANS 3T .o CUBIC O INCHES TG ONE QUART. - AN YOU GIVE THE
PHARMIC ST ANY ADVICE?

F. VOLUME OF SPHERES:

#11l. A CHILD PLAYING AT A WADING POOL.
WHICH [S FILLED To THE ToP WITH WATER. PBUSHES A BEACH BALL UNDER
THE WATER. THE BALL [S Two AXL ONE TENTH FEET [N DIAMETER. THERE
ARE SEVEN AND NE HALF oAl LeNs IN ONE CUBIC FOOT. AND H = 22/7.
HOW MUCH WATER SPLLLS OVERY

* T RGPV AVAILABLE




G. SIMILAR TRIANGLES:

. #12. JACK HAS A TREE ON HIS PROPERTY
WHICH HE WANTS TO CUT DOWN. THE TREE IS SURROUNDED ON FOUR SIDES
AS FOLLOWS: 25 FEET FROM THE HOUSE. 35 FEET FROM THE GAZEBO. 10
FEET FROM THE FENCE. AND 40 FEET FROM THE GARAGE. JACK WANTS TO
DETERMINE IF THERE [S ENOUGH ROOM FOR THE TREE TO FALL WITHOUT
DESTROYING ANYTHING AND [F SO, IN WHICH DIRECTIONS (IF ANY) SHOCULD
IT BE BROUGHT DOWN. HOW CAN JACK MAKE THIS DETERMINATION?

HOW CAN JACK USE THE INFORMATION IN THE DIAGRAM BELOW TO HELP HIM
MAKE THIS DETERMINATION?

HOW ARE TRIANGLES SIGNIFICANT TO THE SOLUTION OF THIS PROBLEM?

HOW ARE THE TRIANGLES RELATED TO PROPORTION?

/
/
/
/
/
/_
/8 1
/ /|\ 6FT
/ A 1L SHADOW
~9FT~ |
~45FT~
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H. PYTHAGOREAN THEOREM:

#13. YOU ARE FOUR MILES FROM THE NEAR END
OF A STRAIGHT BRIDGE WHICH CROSSES A LAKE. THE BRIDGE 1S THREE
MILES LONG AND PERPENDICULAR TO THE LINE FROM YOU TO [TS NEAR END.
HOW FAR ARE YOU FROM THE OTHER END OF THE BRIDGE?

#14. A MAINTENANCE MAN HAS TO PAINT THE
OUTSIDE WALL OF A THREE STORY BUILDING. HE HAS A TWENTY-FIVE FOOT
EXTENSION LADDER. FOR SAFETY. HE SETS THE FOOT OF THE LADDER SEVEN
FEET FROM THE BOTTOM OF THE WALL. HOW HIGH ABOVE THE GROUND WILL
THE LADDER TOUCH THE WALL?

I. DESIGNING PROBLEMS:

A SECOND HOSPITAL IS DESIGNED AS A CYLINDER WITH THE PATIENT
ROOMS AROUND THE OUTER EDGE OF EACH OF FOUR FLOORS. THE BASEMENT
CONTAINS MAINTENANCE. SUPPLY. HOUSEKEEPING AND FOOD SERVICES AND
ADMINISTRATION IS ON THE FIFTH (TOP) FLOOR. THE NURSES STATIONS,
STAIRS AND ELEVATORS ARE IN THE CENTER OF EACH OF THE FIRST FOUR
FLOORS. THE INSIDE OF EACH PATIENT ROOM EXTENDS FROM THE OUTER
WALLS THIRTEEN FEET TOWARD THE CENTER, AND TEN FEET ALONG THE
CIRCULAR. OUTER WwaLL. THE OCUTSIDE DIAMETER QF THE BUILDING IS
SEVENTY-FOUR FEET AND THE OUTER WALLS ARE TWO FEET THICK. INTERIOR
WALLS BETWEEN PATIENT ROOMS ARE ONE FOOT THICK AND THERE ARE TWO
FEET BETWEEN THE CEILING OF ONE ROOM AND THE FLOOR OF THE ROOM
ABOVE. ALL CEILINGS ARE EIGHT FEET HIGH. THE ROOF IS THREE FEET
THICK AND THE RASEMENT [S ENTIRELY UNDERGROUND.

WRITE DOWN AT LEAST THREE QUESTIONS “HICH MAY BE ANSWERED BY
GEOMETRICAL APPLICATIONS OF THE INFORMAT!ON ABOVE. WRITE ONE
QUESTION ON ONE PAGE OF PAPER. UNDER EACH DESCRIBE THE PROBLEM
SET-UP. WHICH OPERATIONS ARE TO BE USED AND ORDER OF OPERATIONS.
AFTER DISCUSSION WITH . OTHER PARTICIPANTS AND THE INSTRUCTOR.
ATTEMPT TO WORK OUT THE ANSWER TO EACH QUESTION. YOU MAY WISH TO
ADD QUESTIONS AFTER THE DISCUSSIONS AND ANSWER THEM AS WELL.
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USER FRIENDLY ALGEBRA

INTRODUCTION

QUTLINE
WE WILL START WITH A REVIEW OF DEFINITIONS, NUMBER
ORGANIZATION, OPERATIONS AND SYMBOLS.

WORD PROBLEMS WILL FORM THE BASIS FOR EXAMINING EACH
MATHEMATICAL PROCEDURE.

WORD PROBLEMS CONTAIN EASY NUMBERS AND PROCEDURES AT THE
BEGINNING IN ORDER TO EMPHASIZE UNDERSTANDING OF THE PROBLEM.
THE PROBLEMS WILL INCREASE IN COMPLEXITY AS CONFIDENCE AND
SKILL IMPROVE.

WE WILL PAUSE FOR CALCULATION DRILLS WHEN NECESSARY.

EXPECT ONE OR TWO PROBLEMS IN EACH OF THE FOLLOWING AREAS:

A. FRACTIONS
DECIMAL/FRACTION CONVERSION
EQUIVALENT/COMMON DENOMINATOR
LOWEST TERMS/MIXED NUMBERS
ADDITION
SUBTRACTION
MULTIPLICATION
DIVISION
MIXED/MULTIPLE OPERATIONS

B. RATIO/PROPORTION/PERCENT
CONVERTING DECIMALS, FRACTIONS, PERCENTS
PROPORTION
PERCENT
INTEREST

cC. GEOMETRY
LINES AND ANGLES
GEOMETRIC SHAPES
PERIMETER AND CIRCUMFERENCE
AREA OF QUADRILATERALS
AREA OF TRIANGLES
AREA OF CIRCLES
VOLUME OF PRISMS AND PYRAMIDS
VOLUME OF CYLINDERS AND CONES
VOLUME OF SPHERES
SIMILAR TRIANGLES
PYTHAGOREAN THEOREM




INTRODUCTION TO ALGEBRA

SIGNED NUMBERS., ADDITION AND SUBTRACTION
SIGNED NUMBERS, MULTIPLICATION AND DIVISION
WRITING ALGEBRAIC EXPRESSIONS (UNKNOWN NUMBERS)
ADDITION/SUBTRACTION OF ALGEBRAIC TERMS
MULTIPLICATION/DIVISION OF ALGEBRAIC TERMS
EVALUATING ALGEBRAIC EXPRESSIONS AND FORMULAS
ORDER OF OPERATIONS

ALGEBRAIC EQUATIONS

ADDITION/SUBTRACTION IN EQUATIONS
MULTIPLICATION/DIVISION IN EQUATIONS

GROUPING SYMBOLS

MIXED/MULTIPLE OPERATIONS
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LEARNER PARTICIPATION:
LOOK UP UNFAMILIAR WORDS, OPERATIONS OR PROCEDURES.

MAKE A WORD LIST.

ASK QUESTIONS ABOUT ANYTHING YOU DON’'T UNDERSTAND:

CONTENT (WORDS, SYMBOLS, NUMBERS)

PROCEDURE (USING RESOURCES. ORDER OF OPERATIONS)
RESULTS OF PROBLEM SOLVING ACTIVITY

METHODS USED: YOURS AND OTHERS

REASONS FOR YOUR SELECTION OF A PARTICULAR METHOD
ADVANTAGES OF ONE METHOD OVER ANOTHER

PRACTICE UNFAMILIAR OPERATIONS AND PROCEDURES:

A.

PAPER AND PENCIL
COMPUTER AIDED INSTRUCTION

WORD PROBLEMS:
READ WORD PROBLEMS (TWO OR MORE TIMES)
DETERMINE WHAT IS BEING ASKED
DRAW A PICTURE TO HELP UNDERSTANDING
DETERMINE CALCULATIONS REQUIRED (SET UP THE EQUATION)
USE BOOKS AS RESOURCES: 1)MATH BY OBJECTIVES
2 JHEALTH OCCUPATIONS MATH
3 )HEALTH OCCUPATIONS KNOWLEDGE
4 )DICTIONARY

CALCULATE
CHECK YOUR CALCULATIONS

ANSWER THE QUESTION

WRITE THE RESULTS SO OTHERS WILL UNDERSTAND THEM

PRACTICE EXERCISES:
WILL BE BASED ON THOSE OPERATIONS USED IN WORD PROBLEMS
WILL VARY DEPENDING ON INDIVIDUAL REQUIREMENTS
WILL NORMALLY BE DONE OUTSIDE CLASS
WILL BE REVIEWED IN CLASS IF NOT UNDERSTOOD,
OTHERWISE WILL BE REVIEWED BETWEEN CLASSES

TESTING:
ASSESSMENTS BEFORE/AFTER COURSE TO DETERMINE SKILL LEVEL
INFORMAL ASSESSMENT BASED ON DEMONSTRATED PERFORMANCE ON
PROBLEM SOLVING AND PRACTICE EXERCISES:
INCLUDES PERIPHERAL ABILITIES SUCH AS CONFIDENCE,
ORGANIZATION, THOUGHTFULNESS. ABILITY TO COMMUNICATE
RESULTS COMMUNICATED VERBALLY TO STUDENT
RECORDED IN INDIVIDUAL FOLDERS MAINTAINED BY PROJECT PRO

MEETING TIME/PLACE: TBA

o
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INTRODUCTION TO ALGEBRA

Al SIGNED NUMBERS. ADDITION AND SUBTRACTION:

#1. ONE NIGHT THE MINIMUM TEMPERATULRE WAS
TWELVE DEGREES BELOW ZERO. THE TEMPERATURE ROSE THIRTY DEGREES
DURING THE FOLLOWING DAY. WHAT WAS THE HIGH TEMPERATUREY THE
[EMPERATURE INSIDE THE HOSPITAL WAS STEADY AT SEVENTY DEGREES. DaY
AND NIGHT. WHAT WAS THE DIFFERENCE BETWEEN INSIDE AND OLTSIDE
TEMPERATURES THAT NIGHT?  WHAT WAS THE DIFFERENCE BETWEEN INSIDE
AND OUTSIDE TEMPERATURES THE FOLLOWING DAY?

#2. AN AIRPLANE FLEW FIVE HUNDRED FEET
ABOVE THE WATER'S SURFACE OVER A SUBMARINE. WHICH HAD BEEN HOVERING
AT NEGATIVE FIFTY FEET FROM THE SURFACE. HOW FAR WAS THE SUB FROM
THE AIRPLANE WHEN THE PLANE FLEW OVER”? THE SUB DOVE TO A DEPTH OF
NEGATIVE SIX HUNDRED FEET. WHAT DISTANCE DIC THE SUB MOVE
VERTICALLY? WHEN THE PLANE COMES BACK DIRECTLY OVER THE SUB'S NEW
POSITION. THIS TIME AT AN ALTITUDE OF ONE THOUSAND FEET. HOW FAR
APART WILL THEY BE? )

B. SIGNED NUMBERS, MULTIPLICATION AND DIVISION:

#3. A MINE ELEVATOR DESCENDED FROM THE
SURFACE AT A RATE OF NEGATIVE TEN FEET PER SECOND AND STOPPED AT
THE END OF THREE MINUTES. WHAT WAS ITS ELEVATION WITH RESPECT TO

THE SURFACE?
#4. THE ELEVATOR CONTINUED DOWNWARD AT

THE SAME RATE UNTIL IT REACHED NEGATIVE FIVE THOUSAND. ONE HUNDRED
FEET FROM THE SURFACE. HOW LONG DID IT TAKE. IN MINUTES. FROM THE
FIRST STOP? '

C. WRITING ALGEBRAIC EXPRESSIONS (UNKNOWN NUMBERS):

) #5. A HOSPITAL HAS TWO DIFFERENT ROOM
FLOOR PLANS. THE FIRST PLAN IS RECTANGULAR. HAVING WIDTH W AND
LENGTH L. THE SECOND IS ALSO RECTANGULAR. BUT IS TWICE AS LONG AS
THE FIRST AND THREE QUARTERS AS WIDE AS THE FIRST. EXPRESS THE
AREAS OF BOTH ROOMS IN TERMS OF THE LENGTH AND WIDTH OF THE FIRST.
WHICH ROOM HAS MORE FLOOR SPACE?

#6. 1 AM NOW TWICE MY DAUGHTER'S PRESENT
AGE. "A"T. AT SOME FUTURE TIME [ WILL BE ONLY ONE AXND ONE HALF
FIMES MY DAUGHTER'S AGE. HOW LONG BEFORE THAT WILL OCCUR? WRITE
THE ANSWER IN TERMS OF MY DAUGHTER'S AGE. "A".
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D. ADDITION/SUBTRACTION OF ALGEBRAIC TERMS: 7

#7. THE DRIVER LGCADED His TRUUCK WITH "X7
P?OUNDS OF CEMENT. HE THEN DROVE TO THE SCALE AND HAD HIS TRIK
Wi IGHED. THE TRUCK 1DADED WITH CEMENT WEICGHED 13675 paGEND~. How
MUCH DOES HIS TRUCK WEIGH WHEN IT 1S EMPTY? EXPRESS [N [! R4S oF
X,

#8. A CHILD™S TOyY CONTAINS  BL-w'RKS  0F
VARIQOUS SHAPES. THERE ARE TWO SPHERES AND A CUBF. THE D'EAMETER oF
ONE SPHERE [S "X" INCHES. THE LENGTH OF QN ELZE OF THE Uge 0S
ALSO X" [INCHES. THE DIAMETER OF THE SE-"ONDY SPHERE S TWIF THI
DIAMETER OF THE FIRST. WHAT IS THF VOUUME oF AllLL "HRFE Pl AN
TOGETHER? EXPRESS IN TERMS OF "XN" AYD SIMRPLIFY.

E. MULTIPLICATION/DIVISION OF ALGEBRAIC TERMS:

$9. A CTRCLE OF DIAMETER "D™ IS CONTSINID
IN A SQUARE WHOSE SIDE IS ALSO OF LENGTH "D™. THE SQUARE 1S
CONTAINED IN A SE¢OND CIRCLE WHICH JUST TOUCHES THE SQUARE AT ITS
VERTICES (CORNERSY. DRAW A LINE DIAGFAM OF THIS FIGURE. EXPRESS
THE PERIMETER oF THE SQUARE 1IN TERMS OF "D". EXPRESS THE
PERIMETERS OF EACH OF THE CIRCLFS [N TERMS OF "D” aND []

#10., REFERRING TC QUFSTION 9 ABOVE.
EXPRESS THE AREA OF THE SQIARE IN TEREMS oOF "0 .  EXPRESS THE AREA
OF EACH OF THE TWO ¢IRCLES IN TERMS OF "D" ANL H. HOW MANY TIMES
LARGER IS THE AREa OF THE SFCAOND CIRCLE THAN THE THAT OF THE
SGUUARE?  HOW MAMNY TIMES LARGER IS THE AREA CF THE SECOND CIRCLE
THAN THAT OF THF FIRST IRCLEY

F. EVALUATING ALGEBRAIC EXPRESSIONS AND “ORMULAS:

#11. [F "D7 IN ":ORLEM G, ABOVE T8 SEUFRN
TNCHES, WHAT sBRY THE PERIMETERS ©OF THE Sefabs ANy OF ECH - F THE
TWG CTROCLES? WHAT ARE THE AREAS i THE S rRZ 0 aND OF EBEAci &7 THE
TA CiRC FES”

G. ALGEBRAIC EQUATIONS:

#12. JOHM AN DM OFEAVE OTHE SAME N upELR 7
SRANTHILDFEN, JOHN'S ARE TWO BGYS AN THROY TIMES AN WAy (RIS
As JIM.  JIM HAS FOUR GRANDSONS . WHIUTE aAM A b er a7 R a0 N WEITCH
~HOWS THAT THEY HAVE THZ SAME NUMBZR ofF oRAND HitorEN. A~D N WHICH
I'HE ONLY UNKNOWN IS 737, THE NUMBER F Tit7 S ofavnnad GHIFL S 0 Hew
MANY GRANDDAUGHTERS [y THEY LA HAVE

‘xﬂ

“-STEOPY AVAILABLE




H. ADDITION/SUBTRACTION IN EQUATIONS:

#13. A CERTAIN WING OF A HOSPITAL
~ONTAINS TWENTY ROOMS., OF WHICH SIXTEEN ARE OCCUPIED. THE
HOUSEKEEPER MUST CLEAN TEN OF THE TWENTY ROOMS BEFORE TwO N THE
AFTERNOON. ONLY ONE OF THE UNOCCUPIED ROOMS [S TO BE CLEANED. X IS
THE NUMBER OF OCCUPIED ROOMS WHICH WILL NOT BE CLEANED. FIND X.

I. MULTIPLICATION/DIVISION IN EQUATIONS:

#14. ALICE AND BETTY. TWO HOI'SEKEEPERS AT
WMC. AGREE TO MEET FOR LUNCH AS SOON aAS BOTH COMPLETE CLEANING A
ROOM AT ENACTLY THE SAME TIME. ALICE (A) FINISHES A ROOM EVERY 24
MINUTES. WHILE BETTY (B) COMPLETES A ROOM EVERY 27 MINUTES. IF
FHEY BOTH BEGIN CLEANING AT S:15 AM. WHAT TIME IS LUNCH? HOW MANY
RS HAVE THEY FEACH CLEANED? WRITE AN ALGEBRAIC EQUATION TO SHOW
VOUR TONCLUS TON,

J. ORDER OF OPERATIONS:

#15. ONE WEEK THREE PHYSICAL THERAPISTS
VISITING PATIENTS WERE PAID A TOTAL OF $1500. EACH RECEIVED SIXTY
DOLLARS PER PATIENT VISITED. JOAN VISITED TWICE AS MANY PATIENTS
AS KEN AND KEN VISITED THREE MORE THAN LISA. HOW MUCH MONEY DID
EACH RECEIVE”

#16. YOU HAVE TWO CONTAINERS. THE FIRST
HAS A RECTANGULAR BOTTOM AND IS TWICE AS LONG AS IT IS WIDE AND
THREE TIMES HIGHER THAN [T IS WIDE. THF SECOND IS CYLINDRICAL.
WITH A RADIUS EQUAL TO HALF ITS HEIGHT. "HE CYLINDER IS EXACTLY
1 WO THIRDS AS HIGH AS THE RECTANGULAR CONT»INER. EXPRESS THE TOTAL
VOLUME OF BOTH CONTAINERS IN TERMS OF THEF WIDTH OF THE FIRST.

#17. IF THE FIRST CONTAINER IN #16 ABOVE
1S TWG INCHES WIDF AND THERE ARE 7.5 GALLONS I[N A CUBIC FOOT. HOW
MANY QUARTS WILL THE TWO CONTAINERS HOLD? (1 GALLON = 4 QUARTS).
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K. GROUPING SYMBOLS:
VOBROFESSIONAL MELIOAD

#18. AT A ¢ ER j
INE ONTRSE AND ONT

. I
ENTRAL PRACTIVENE®ES EATH

RUILDiNG THE 45 {

." STOALIDE THERE ARt HaLF AN MANY OB/GUNS A8 GPS AND ZACH - BraY
Al SE. wl'T GE FOR EVIRY THREE OB/GYNS.
F_

.

NUR THZPF 08 OND Y ang Al

U{E ONFOUHIED As Mayy GENTISTS AS GPS AND EACH DENTTUST HAS AN

\NT. THERE ARE THRIE FENTAL HYGEINISTS fCF THE GROUP. THERZ

u.\[‘. SECRETARY /'L F‘\ FLR EVERY TWO DOCTORS (GP. OB/GYN. DENTIST:

{N THE BUILDING AND ONE "ARFTARER/HOUSEKEEPER FOR EVERY TWELVE

FEQPLE WORKING [N THE ROILTING NOT  INCLULING  THE TARET AKNER/

HOUSEREEFERS THFEMSELUES .. WE D TH AN EXNFRESNIGN F0F THE NUMBER OF

YEOPLE WH WORK [N THE BRICL.D7N%: v F0 20 o ?HF. NIMBER OF GPS.
219, " osw oS RFGUIRE THAT THE BUILDING

ABOVE HAVE A" T A TAEsU. o S oakc FRET OF F!_H')R SPACE FOR EACH

R
S
EF
\1

CANTL aF ReT tm AT i wH (0 ioR SEFS TWO PATIENTS AT A TIME.
A OTRT PATIENTS WAUTING 0RO HECRING [N, AND HAS ONE SALESMAN OF

DTHER CONIULTANT N THE LD NG AT h\('-. TEoTHE RUILDING HAS

P2L000 SQUARE FERT b FLooR ST a0 Fo wHAT HTOARGEST NIIRFR 0F
ST THAT ULy W PR THEES; L ovAIN A GoreTooTn o Gy 2T
WWIOSTIIE S TENE -

L. MIXED/MULTTIRED OPERATIONS:
520, T Co TN F oy MERTCTIVE HAVE
ST E e n RTRSNGTHOOF TWoe wa/ml, ‘HF BOCTOR
S s Tt Y iR I RS ATy STREYTH R A N
UL INTANT HOW MUCH 2L iN: spen D R aTniTEe Toeoa 0P S

Tt

#21. s FRIEPST S A Fito Al o0

POOKAT HALE PPIL OF  CLEANING  SeeLETEN. witES b RTEeN : '

CEANING COMPULND AND ETGHTVY-Fis ¢ rERthF WaAT-- . ~dE NFFIS 3 PULL

SCCORKET. OF TEN PERCENT  SGI: fiee . HOGW MCH wali: 30 dow MUCH

CRANING COMPOUND S5 i't.e SH: o0 i fo FHE DRISTING SOLUTON T SET
SHAT SHE NEEDS !

Aruitoxt provided by Eic:




M. DESTAONING PROBLEMS:

THE HOSPITAL HAS FIVE FLOORS AND A BASEMENT. FOUR F THE

FLOORS HAVE PATIENT RGOMS. THERE ARE SIXTY-FIVE PATIENT ROOMS ON
EACH OF THE FOUR FLCORS.

EACH ROOM HAS AT LEAST ONE BED AND SOME ROOMS HAVE Two. NO
ROOMS HAVE MORE THAN TWO BEDS. THERE ARE FOUR HUNDRED PATIENT BEDS
IN THE HOSPITAL.

A PATIENT PAYS FIVE HUNDRED THIRTEEN DOLLARS AND TWENTY FIVE
CENTS PER DAY FOR A BED [F THERE ARE TWO BEDS TO A ROOM AND SEVEN
HUNDRED NINE DOLLARS AND £IGHTY -NE CENTS PER DAY [F ASSIGNED TO A
ROOM WITH ONE .BED.

ON AVERAGE THREE QUARTERS OF THE TWO-BED ROOMS ARE OCCUPIED AT
ANY ONE TIME. AND TWO THIRDS OF THE SINGLE-BED ROOMS ARE OCCUPIED
AT ONE TIUIME.

ALL PATIENT ROOMS AND ADJOINING BATHS HAVE TILED FLOORS. EACH
TWO-BED ROOM MEASURES FIFTEEN FEET BY TWELVE FEET. EACH SINGLE-BED
ROOM MEASURES TEN FEET BY TWELVE FEET. EACH ROOM HAS A BATHROOM
ADJOINING IT WHICH HAS A FLOOR SPACE OF TEN SQUARE FEET. ALL
CORRIDORS ARE CARPETED.

FLOOR TILE <CLEANING COMPOUND (OSTS TWENTY-ONE DOLLARS PER
GALLON AND MUST BE DILUTED EIGHT TO ONE WITH WATER BEFORE USE. IT
TAKES APPRONIMATELY ONE QUART OF DILUTED MIXTURE TO CLEAN ONE
HUNGRED SQUARE FEET OF FLOOR SPACE.

EACH ROOM MUST BE CLEANED EVERY DAY.

WRITE DOWN AS MANY NEW QUEFSTIONS AS YO" CAN THINK OF WHICH MAY
BE ANSWERED BY MATHEMATICAL., SEOMETRICAL ¢ - ALGEBRAIC APPLICATIONS
OF THE INFORMATION ABOVE. WRITE ONE QUEST :N ON ONE PAGE OF PAPER.
UNDER EACH WRITE O T HOW YOU WoOULD ATTEMPT TO ANSWER THE QUESTION.
DESCRIBE THE PROBLEM SET-UP. ©ORDER OF OPERATIONS AND WHICH
OPERATIONS  ARE T BE USED. AFTER DISCUSSION WITH OTHER
PARTICIPANTS AND THE INSTRUCTOR. ATTEMPT TH WORK OUT THE ANSWER TO
EACH QUESTION. YOU MAY WISH TO ADT» QUESTIONS AFTER THE DISCUSSIONS
AND ANSWER THEM aAS WELL.

- “:STCOPY AVAILABLE
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PROBLEM SOLVING
THROUGH SELF-AWARENESS

The class meets § times for two hours. The two hour time slot

allows for a balance between discussion and learning relaxation

techniques.

The class focuses on learning to deal with the stressors of
daily life. both at work and at home. The class covers strategies
for coping with stress and techniques to reduce it. Strategies
emphasize mastering relaxation techniques and reading self-help
books which teach good nutrition, meditation, stress reduction, and
self-esteem building.

Books and materials are available for participants to look at

and read at every class meeting. They are allowed to check the

books out for one week.
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CLASSES #1-3

The class begins with a lecture on the meaning of stress and
= "how it affects a person physically. The lecture also includes a
: talk covering the rationale for the use of books, pictures,
positive affirmations, music, and audio/video relaxation tapes to

assist a person in reducing stress.

Participants tak~ a standard stress inventory. The items on
the inventory suggest possible stress producing areas for the
participants by looking at the high score 1items for the

- participants.

Most stress inventories include questions related to work.
travel/commuting. family problems. eating  habits, personal
boundaries, and compuisive behaviors. High scores in any of these -
areas can indicate unresolved negative stress for the participant.
Looking at the individual items on the inventory allows them to
study their lifestyle in units and find problems which might not be

—_ obvious.

s Often. employees are ready to blame their problems on co-
workers and supervisors because they "feel" or experience the
highest stress symptoms on the job. By objectively looking at
their lifestyle. participants come realize that their stress may be
coming from many areas.

The brainstorming and problem-solving method of instructing
and learning is used in this class. Participants discuss their
problem areas from the stress inventory and use information from
their reading materials to assist each other in braiastorming
solutions for problems. The facilitator’s job 1is to make
suggestions and keep the group on track. If any grouo =mber is
taking too much time. the group usually tries to switch :opics on
their own or the facilitator can find a way to turn the discussion
to another topic. .

- During each class participants look at their stressors to
determine if their behavior is contributing to the stress or

—- negativeness in their lifestyle. They explore which factors are
within their control and learn to let go of the influences they
cannot control. Participants are also taught “thought stopping"”

techniques to modify their compulsive thinking or behaviors.
Taking responsibilitv for their own behavior is another 2lement of
the course which is emphasized at each meeting.

The final 50-45 minutes of each class is spent practicing
exercises for stretching stiff muscles. especially to combat
computer work and long periods of sitting. A thirty minute audio
or video relaxation tape is played to teach autogenic relaxation.

A special evaluation form (attached) is completed by each
participant at the end of the five session. Participants are
encouraged to look at their behavior upon entering the class to
explore changes which may have taken place.

ERIC 16
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CAREER DEVELOPMENT

The class meets 5 times for 1.5 hours with optional out-of-
class activities. In-class activities include interpretation of
the Myers-Briggs Type Indicator (MBTI) and the Hall Occupational
Orientation Inventory; exploration of careers based on the
interpretations; and guidance in exploring education and training
options to enter a desired career track. Participants arrange to
take the MBTI in the Project PRO Office before the first class
meets.

Out-of-class activities include learning to use the Project PRO
career exploration computer software, campus tours of Dowell J.
Howard Vocational-~Technical School and Lord Fairfax Community
College, and/or viewing two forty-five minute career and vocational
interest video tapes in order to gain more information and exp;ore
career options. In addition, all books and materials are taken to
the classroom one hour pfior to class for those participants

wishing to come early and read the career resource materials.

1,




CLASS #1

CAREER INTEREST AND PERSONALITY TESTING

The Hall Inventory is administered at the beginning of the
first class. Students are asked to use a self-scorable answer
sheet and plot their scores on page 4 of their interpretative
booklet. Participants take turns reading the interpretative
explanations and reporting their results. They ask clarifying
questions and make' connections with their own interpretations of
the high scoring items (1-13). Items 14-22 are more complicated to
interpret and participants are encouraged to see the instructor
after class if they have questions.

This discussion process encourages group interaction and self-
disclosure. Participants discover that sharing ideas promotes
learning and greater problem-solving ability. .

As another reading and resource activity, the class then
discusses the Career Development Definitions by reading and
reasoning out the definitions. Participants often begin to set
career exploration goals during this discussion.

The Myers-Briggs Type Indicator interpretive materials are
covered in the second class meeting.

ALL MATERIALS ARE ORDERED FROM THE FOLLOWING PUBLISHERS, tests and
materials are copyrighted.

Hall, L. G. & Tarrier, R. B. (1976). The Hall Occupational
Orientation Inventory., Third Edition. Scholastic Testing
Service, Inc., Bensenville, IL.

Myers, P. B. & Myers, K. D. (1992). The Mvers-Brigzs Type

Indicator. Consulting Psychologists Press, Inc., Palo
Alto, CA.

(Ssample interpretive materials attached)

-
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CLASS § 2

The MBTI interpretive materials are handed out to participants

with their four~letter type indicated on the cover. Each person
silently reads their own interpretation for verification of the
type. If there are problems with the intrepretation, participants
are asked to meet with the instructor outside of class. At this
point, participants ask clarifying questions.
. The interpretative materials are covered by a lecture/group
discussion format. Emphasis is placed on the eight descriptions
which make up the four letter combinations, i.e. introversion and
extroversion. The information in the lecture points out the
positive personality characteristics of each type. Participants
are asked to give examples of possible work and/or personal
relationship conflicts which might arise when opposite types are
trying to complete a project.

The reading materials indicate how learning styles relate to
their MBTI interpretation. Participants read and discuss the
information provided on learning styles and the MBTI.

Finally, participants integrate their MBTI characteristics to
their Hall Inventory characteristics. This is a brainstorming
exercise in which they are asked to make connections between two
sets of learning to reinforce the learning.

This discussion often takes more than one class meeting.

RECOMMENDED READING FOR CLASS (BOOKS ARE AVAILABLE EACH CLASS
PERIOD ONE HOUR BEFORE CLASS BEGINS):

1. Chapter 12, Learn About Your Learning Style (includes
information on the Myers-Briggs Type Indicator).
2. Appendix, Career Choice, Career Change

Siebert, A. & Gilpin, B. (1992). Time for Collese. DPractical
Psychology Press, Portland, OR.

ALSO RECOMMEND THAT FOR FURTHER UNDERSTANDING OF THE MYERS-BRIGGS
TYPE INDICATOR, READ THE FOLLOWING EXCERPTS FROM THESE BOOKS
(STUDENTS ARE ALLOWED TO CHECK THESE BOOKS OUT):

The Appendix, pages 167-207 for their type and any others they may

be interested in reading about.

Kiersey, D. & Bates, M. (1984). Plecase Understand Me. Prometheus
Nemesis Book Company, Del Mar, CA.

Chapters 2 and 3.

Kroeger, O. and Thuesen. J. M. (1988). Tvpe Talk. Dell Publishing
CO.,‘ NY.




CLASS § 3

Participants read copies of newspaper ads fcr jobs which are
one higher classifications than the one they now have. They also
receive a copy of the hospital employment announcements for the
“week. Job descriptions for those positions are available in a
resource book and participants make copies of the ones which
interest them. The next forty-~five minutes are spent reading the
job descriptions and related materials.

Participants divide into groups and vote on one description to
analyze and break into various skills categories. They brainstorm
together breaking the job down into people, data, things areas of

interest and the kinds of skills needed to do the job by using the
recommended reading materials.

RECOMMENDED READING FOR CLASS:
1. Pages 271-340, The Appendix.

Pages 19 & 20, Using the DOT and Data, People, Things
Hierarchies.

Burgraff, D. & Yancey, A. (1984). South Carolina Career Guide.

Educational Referral Services, University of South Carolina,
Columbia, SC.

2. Page 49, Skill Clusters
Page 43, Maslow’s Hierarchy of Needs

Stege, L. (1981). Career Planning. Center for Instructional
Development, Appalachian State University, Boone, NC.

3. SAMPLE PRINTOUT

. (1992). OCCU-FACTS_ computer software. Careers, Inc.,
Largo, FL.
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CLASS # 4

Participants look at their personal preferences, values, and
skills and relate them to what they have learned about their
personality and interests. With all of this information available,
they design their ideal job choosing words and phrases from the
various inventories listed below.

After working on this activity alone for thirty minutes, they
describe their peérfect job for the rest of the class. If they are
shy about coming to the board, the facilitator writes down the
characteristics each participant suggests.

RECOMMENDED READING FOR CLASS:

1. Chapter 1, Assessing Your Interests

. {1987). How to Get the Job You Want. Career Planning
Associates of Madison, WI.

2. Page 49, Skill Clusters
Pages 59-61, Work Values
Page 43, Maslow’s Hierarchy of Needs

Stege, L. (1981). Career Planning. Center for Instructional
Development, Appalachian State University, Boone, NC.

on
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CLASS #3

The final class attempts to summarize the each participant’s
progress and needs for further study. Means for further study are
suggested including the public library, the Career Center at Lord
Fairfax Community College, and the career materials in the Project
PRO office. Participants are also encouraged to pursue vclunteer
work to gain experience, set up networks, or explore other fields
of work.

Participants then meet individually with the instructor for
evaluation. Students can read materials or view the videos while
waiting for their appointments.

I. For students wanting to continue their research in the public
library.

Pages 55-57 Using the Dictionary of Occupational Titles.

Winefordner, D. (1980). Career Planning and Decision-Making for
College. Appalachia Educational Laboratory, Inc. with McKnight
Publishing Co., Bloomington, IL.

II. Also, students are encouraged to use the books and computer
programs at Lord Fairfax Community College campus. A .
reciprocal agreement is in place whereby students of Project
PRO can use the Career Center even though they may not be
enrolled in LFCC courses.

III. Students are encouraged to come into the Project PRO office
and use the OCCU-FACTS computer program oOn our computer.

. (1992). OCCU-FACTS computer software. Careers, Inc.,

Largo, FL.
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BIBLIOGRAPHY FOR CAREER DEVELOPMENT
INSTRUCTOR RESOURCES

Burgraff, D. & Yancey, A. (1984). South Carolina Career Guide.

Educational Referral Services, University of South Carclina,
Columbia, SC.

Hall, L. G. & Tarrier, R. B. (1976). The Hall Occupational
Orientation Inventory, Third Edition. Scholastic Testing
Service, Inc., Bensenville, IL.

Kiersey, D. & Bates, M. (1984). Please Understand Me. Prometheus
Nemesis Book Company, De! Mar, CA.

Kroeger, 0. 2nd Thuesen, J. M. (1988). Type Talk. Dell Publishing
Co., NY.

Myers, P. B. & Myers, K. D. (1992). The Myers-Briggs Tvpe
Indicater. Consulting Psychologists Press, Inc., Palo
Alto, CA.

. (1987). How to Get the Job You Want. Career Planning
Associates of Madison, WI.

Siebert, A. & Gilpin, B. (1992). Time for College. Practical
Psychology Press, Portland, OR.

Stege, L. (1981). Career Planning. Center for Instructional
Development, Appalachian State University, Boone, NC.

Winefordner, D. (1980). Career Planning and Decision-Making for
College. Appalachia Educational Laboratory, Inc. with McKnight
Publishing Co., Blcomington, IL.
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BIBLIOGRAPHY FOR CAREER DEVELOPMENT
STUDENT RESOQURCES

Bolles, R. N. (1993). What is Your achute? Ten Speed
Press, Berkeley, CA.

Burgraff, D. & Yancey, A. (1984). South Carolina Career Guijde.
Educational Referral Services, University of South Carolina,
Columbia, SC. '

Feller, J. V. (1993). The CMD-R Career Video: Tour of Your
Tomorrow, Volume One Social, Business, and Office Operations.

American Guidance Service, Circle Pines, MN (1-800-328-2560).

Feller, J. V. (1993). The CMD-R Career Video: Tour of Your
T ow, Volume (s} aft cientifi nd The ts. *
American Guidance Service, Circle Pines, MN (1-800-328-2560).

Hall, L. G. & Tarrier, R. B. (1976). The Hall Occupatjonal
Qrientation Inventory, Third Edition. Scholastic Testing
Service, Inc., Bensenville, IL.

Hausman, C. (1989). Mcoonlighting, 148 Great Wayvs to Make Money on
the Side. Avon Books, NY.

Jud, B. (1991). Job Search 101. Marketing Directions, Avon, CT.

Kiersey, D. & Bates, M. (1984). Please Understand Me. Prometheus
Nemesis Boock Company, Del Mar, CA.

Kroeger, O. and Thuesen, J. M. (1988). Type Talk. Dell Publishing
Co., NY.

Leider, R. & Leider, A. (1992). Don’t Miss Qut, the Ambitious
Student’s Guide to Financial Aid. Octameron, Chicago, IL.

Myers, P. B. & Myers, K. D. (1992). The Myers-Briggs Tvpe
Indicator. Consulting Psychologists Press, Inc., Palo
Alto, CA.

. (1992). OCCU-FACTS computer software. Careérs, Inc.,
Largo, FL.

Payne, R. A. (1987). How to Get a Better Job Quicker. Penguin
Books, NY. : '

. (1987). How to Get the Job You Want. Career Planning
Associates of Madison, WI.

Siebert, A. & Gilpin, B. (1992). Time for College. Practical
Psychology Press, Portland, OR.
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siegel, L. S. (1990). New Careers in Hospitals. The Rosen
Publishing Co., NY.

Stege, L. (1981). Career Planning. Center for Instructional
Development, Appalachian State University, Boone, NC.

. (1991). VGM’'’s Caree cyc edia. VGM Career Horizons,
Chicago, IL.
winefordner, D. (1980). Career Informatjon System Gujde.

Appalachia Educational Laboratory, Inc. with McKnight
Publishing Co., Bloomington, IL.

Wwinefordner, D. (1980). Worker Trait Group Gujide. Appalachia
Educational Laboratory, Inc. with McKnight
Publishing Co., Bloomington, (L.

winefordner, D. (1980). Career Planning and Decision-Making for
College. Appalachia Educational Laboratory, Inc. with McKnight
Publishing Co., Bloomington, IL.

Yate, M. J. (1990). Knock ’'em Dead: with great answers to tough
interview questions. Bob Adams, Inc., Holbrook, MA.




10.

PRCJECT PRO: VIDEO EVALUATION

Did the participant contribute or attempt to contribute to the
discussion?

Did the participant’'s contributions reveal evidence of
vocabulary development?

Did the participant’s contributions reveal an evaluation of
his or her reading skills?

Did the participant’s contributions show that he/she was
analyzing ideas and concepts in that he/she

(1) analyzed elements (finding assumptions,
distinguishing facts from opinion);

(2) analyzed relationships (relevant data, cause
and effect, fallacies); or

(3) analyzed organizational principles (form and
style, inferring author’s purpose) (SAX, 1989)

Did the participant’s contributions reveal his/her use of
problem-solving strategies (i.e. breaking problems into parts,
seeing problem-solving as a process, working in a step-by-step

manner, developing snlutions, and supplying reasons for the
solutions)? :

Did the participant talk about his/her experience sing
resources?

Did the participant’s contributions show that he/she
understands and knows how to apply ideas?
Did the participant’s contributions show that - he/she makes

connections and understands relationships among ideas, topics,
and facts?

Did the participant’s contributions reveal evidence of
the following components of evaluation:

(1) a commitment to and a value of the worthiness of a
task, idea, or concept?

(2) has a philosophy of life; knows who she/kz is and
what she/he stands for; and acts accordingly?

Did the participant’'s contributions show evidence that he or
she took responsibility for his/her own learning?

o
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YOUR NAME: __ DATE:

PLACE A MARK (/) IN THE BLOCK AS EACH PARTICIPANT MAKES AN
APPROPRIATE COMMENT. ADD THE NUMBER OF MARKS AND WRITE IT UNDER
THE BLOCK FOR A FINAL SCORE. PARTICIPANTS ARE NUMBERED FROM LEFT
TO RIGHT #1 TO #6 (DO NOT COUNT THE INTERVIEWER. LEE ANNE TURNER.)
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CONTRIBUTES TO DISCUSSION ...
Participant
=] %2 =23 +4

l: |

I S,

SHOWS VOCABULARY DEVELOPMENT...
Participant
#$1 #2 43 34 4

| ..

EVALUATES OWN READING SKILLS...
Participant

#1 32 #3 #4 #5 46

ANALYZES WRITTEN MATERIAL...
Participant

#1 #2 43 #4 #5 #6

PROBLIM-SCOLTIN:

"
tn
11}
o))

th
"
o))

DEVELOPS AND USES PROBLEM-SOLVING...
Participant
$1 $2 43 #4 45 46

USES RESOURCES...
Participant
¢ #2 23 24 E ) 26

w
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UNDERSTANDS/APPLIES IDEAS...
Participant
31 22 %3 24 *

ty

%6

UNDERSTANDS/ANALYZES RELATIONSHIPS BETWEEN IDEAS OR TOPICS..
Participant :

%1 2 - #3 zd E)

3 6

ABLE TO EVALUATE INFORMATION...
Participant

#1 42 %3 #4 45 36
SZLF-1MPROVIEMENT:
SHOWS RESPONSIBLE FOR OWN LEARNING...
Participant '

#1 42 %3 #4 #5 #6
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Developing Positive
Work Interaction

Developed by:
Lee Ann Turner
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DEVELOPING POSITIVE WORK INTERACTION

This course is designed to assist employees with verbal
communications problems on the job. The goals and objectives of
é?e course are outlined in the attached copy of the Memo to the

ass.

' The communications and psychological principles of positive
thinking, thought stopping, fogging and deflecting negative talk
from others, and eliminating negative self-talk are emphasized in
order to help participants improve their work relations.

The course is taught using the problem-solving method.
Excerpts from the C.A.R.E. manual used by the Winchester Medical
Center provide workplace examples and scenarios to begin the
brainstorming process.

Stuqents take the Myers-Briggs Type Indicator and study
personality type as it relates to organizational managment and
structure. Discussion of opposite type interaction and potential

for misunderstanding and communication problems is included in the
course.

CLASS #1

THE C.A.R.E. PHILOSOPHY

Using the Introduction to a manual the hospital uses for
training designed by R. L. Gilberg and Associates, Inc. entitled
C. A. R. E., the class begins with a brainstorming activity on
hospital expectations of the employee. At Winchester Medical
Center the C. A. R. E. philosophy (courtesy, attitude, respect, and
enthusiasm) is integrated into the job descriptions of all
employees of the hospital.

The brainstorming and problem-solving method of instructing
and learning is used in this class. Participants discuss their
problem areas from the stress inventory and use information from
their reading materials to assist each other in brainstorming
solutions for problems. The facilitator’s job 1is to make
suggestions and keep the group on track. If any group member is
taking too much time, the group usually tries to switch topics on
their own or the facilitator can find a way to turn the discussion
to another topic.

Participants begin to discover that sharing ideas promotes
learning and greater problem-solving ability. Often, employees
from varying departments come to a realization that each job in the
hospital is important and that their role may be much more
important to hospital philosophy than they realized. The
realization leads to greater self-esteemn.

o
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CLASS # 2

The MBTI interpretive materials are handed out to participants
with their four-letter type indicated on the cover. Each person
silently reads their own interpretation for verification of the
type. If there are problems with the intrepretation, participants
are asked to meet with the instructor outside of class. At this
point, participants ask clarifying questions.

The interpretative materials are covered by a lecture/group
discussion format. Emphasis is placed on the eight descriptions
which make up the four letter combinations, i.e. introversion and
extroversion. The information in the lecture points out the
positive personality characteristics of each type. Participants
are asked to give examples of possible work and/or personal

relationship conflicts which might arise when opposite types are
trying to complete a project.

ALL MATERIALS ARE ORDERED FROM THE FOLLOWING PUBLISHERS, tests and
materials are copyrighted.
Myers, P. B. & Myers, K. D. (1992). The Myers-Briggs Type

Indicator. Consulting Psychologists Press, Inc., Palo
Alto, CA.

ALSO RECOMMEND THAT FOR FURTHER UNDERSTANDING OF THE MYERS-BRIGGS
TYPE INDICATOR, READ THE FOLLOWING EXCERPTS FROM THESE BOOKS
(STUDENTS ARE ALLOWED TO CHECK THESE BOOKS OUT):

The Appendix, pages 167-207 for their type and any others they may
be interested in reading about.

Kiersey, D. & Bates, M. (1984). Please Understand Me. Prometheus
Nemesis Book Company, Del Mar, CA.

Chapters 2 and 3.

Kroeger, O. and Thuesen, J. M. (1988). Type Talk. Dell Publishing
Co., NY.




CLASS # 3

participants are also taught "thought stopping" techniques.to
modify their compulsive thinking or behaviors. Taking
responsibility for their own behavior is another element of the
course which is emphasized at each meeting.

often, employees are ready to blame their problems on co-
workers and supervisors because they "feel" or experienge the
highest stress symptoms on the job. By objectively lqok1ng at
their communication style, participants come realize that
communication problems on the job may come from many areas. They
also learn that it is "OK" to take respoasibility for their own
behavior and not be blaming someone else. They learn which
problems are within their own control and how to let go of the ones
which are not within their control.

CLASS & 4

Participants take a "distorted thinking inventory" designed by
a student in the class. The inventory is based on information
covered and Class #3. The items on the inventory suggest possible
areas of distorted thinking which may cause problems for the
participant both at home and at work. Looking at the individual
items on the inventory allows them to rethink their communication
style and target areas in which they may want to find more
productive communication behaviors.

CLASS #35

The final class attempts to summarize the each participant’s
progress and needs for further study.

At the end of each <class participants 1look at their
coomunications behavior and determine if their behavior is
contributing to their unhappiness or negativeness in their
lifestyle. They explore which factors are within their control and
learn to let go of the influences they cannot control.

A special evaluation form (attached) is completed by each
participant at the end of the five sessions. Participants are
encouraged to look at their behavior upon entering the class to
explore changes which may have taken place.

v,
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MEMO TO THE CLASS
This class will be different. You will not just work by yourseif or listen to a teacher give you
information. You will be 3gtively invoived in {A) thinking and (B) learning-how-to-learn by (1)

problem solving class activities, (2) expiaining answers, (3) taking part in group activities, and {4}
using rasources.

A) THINKING: Thinking is not just knowing and/or finding the right answer. That is
memorization. Thinking is the use of information and knowledge to heip scive problems.
In this class, you will be actively involved in solving problems and thinking about
language in general and medical terminology in particular.

B) LEARNING-HOW-TO-LEARN: Knowing how to find, think about, and use information to
solve problems is a learning-how-to-learn skill. So as you actively seek solutions to
problems in the activities presented, you will examine how you reached your solutions
(your problem-solving strategies) and use that process to learn-how-to-learn.

1) PROBLEM SOLVING CLASS ACTIVITIES: The activities we will work on in the
. beginning of this class will focus on the medical terms with which you are already
familiar. We will then begin to build on that knowledge, making the connection
between what you already know and what you will discover. The purpose of these
l exorcises is not for you to memorize a series of terms, but rather for you to find
the relationships among terms and for you to build your knowledge of medical
' terminology on this discovery process.
ah

2) EXPLAINING RELATIONSHIPS AND ANSWERS: You will be asked to give
reasons and explanations for your contribution to class activities. |n this class, the
explanation for an answer is as important as the answer itseif. So start to become
aware of relatonships among medical terms: What made you think of that
relationship or answer? Contributions will be judged more on their explanation than
an whether they are right or wrong.

2A) COMMUNICATING: Giving reasons and explanations for your contributions will
require you to talk a lot. Don’t be afraid of contributing orally to class discussions.
It may seem awkward in the beginning, but it's a great opportunity to share the
knowledge you posssss with the rest of the class. {Besides, effective oral
communication is important in virtually every aspect of your work.) Contributions
that are not "on-the-mark” are considered learning opportunites.

3) TAKING PART IN GROUP ACTIVITIES: Working in a group in the classroom heips
you to learm more about working together and team work on the job. Many of the
activities in this course will be completed in small or large groups that require you
to learn how to participate effectively in a group.

4) USING RESOURCES TO BUILD YOUR OWN KNOWLEDGE: More than likely,
your previous educational experiences in the classroom involved having knowiedge
and information given to you by the teacher, who lectured or directed you to read
certain textbook pages. In this class, you will learn how to use dictonaries, as wall
as other types of resources to heip you solve medical terminclogy and other work-
reiatad problems. Leaming how to use written resources allows you to solve
prablems bertter; it also allows you to build your awn knowiledge, which is another
way of learning-how-to-learn.

Project PRO’s Sofving Medical Terminology Page 1
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FIND A STARTING PCINT - BRAINSTORMING

S

1. Your first activity is 1o list all of the names, terms, or labels you might consider to be
"medical terminology” terms. Don‘t pick and choose just the ones with which you are
most familiar. Write all the medical terms you’ve ever seen or heard—including the
ones you don’t understand. ‘

2. Next, your facilitator will conduct a group brainstorming activity with the class. Each
class member (including the facilitator) will contribute at least one medical term
without duplication. Use the $pace below to write additional words that you had not
previously given in answer to 1 above.

;o
u GET BEYOND FRUSTRATION il
3. Now as a group, brainstorm for five more minutes. List all the additional words here.
Project PRO’s Soiving Medical Terminology Page 2
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CREATE YOUR OWN GLOSSARY u

. - On the lines on the left below, place in alphabetical order all the medical terms the

class has brainstormed. This is the first step in creating a personal glossary. To be
able to use this glossary throughout the course, you have to know where 19 find the
word you want to define. Therefore think about how the terms that contain more than

one word, like "large intestine” should be alphabetized; should it go under "I", "i", or
both?
Project PRO’s Solving Medical Terminology Page 2
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Now go back over your alphabetized list of medical terms and put the word "Know"
in front of all the words you think you can define without looking them up in the

medical dictionary. Then write your own definition (without looking it up) to the right
of the word.

DID YOU REALLY KNOW THE DEFINITION?

r‘_‘\

These next questions are very important. Did you really know the definitions of those
terms?

What difficulty did you experience in trying to write the definition of a term that you
thought you knew?

If writing the definitions was not-difficult, why was it easy for you?

Why is it important to define medical tc¢ ms?

Does defining medical terms always lead to an ynderstanding of the terms? Why?

Discuss these questions in depth witht.  .ass. Note here any insights that you want
to remember from the class discussion.

Project Pro’s Solving Medical Terminology Page 16
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DEMAND ACCURACY - USE THE DICTIONARY ]I

3. Now write the medical dictionary definition of the words you had marked "known" on
the line below yoyr definition.

Project Pro’s Solving Medical Terminology s Page 17




| How ACCURATE weRre You? ]I

10. Compare your definitions with the medical dictionary’s definitions. What observations
can you make about the two sets of definitions?

11. Discuss with the class the differences between your definition and the dictionary’s;

which is more useful and why? Note here any insights or particularly interesting
observations raised during the class discussion.

¢ PROCESS: ANALYZE HOW YOU
: REMEMBER INFORMATION

12. How can you remember precise definitions?

13. Reflecting upon memorization, is it enough just to memorize information?

Project Pro’s Solving Medical Terminalogy Page 18
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14. Discuss as a ciass your answers to 12. Concentrate on how you go about
remembering. Brainstorm as many different ways to recall information as you can.
Note any points that you want to remember from the class discussion.

FDEMAND ACCURACY - USE RESOURCES

15. Complete your glossary by writing the medical dictionary definition of the terms not
yvet defined.

o

I! FIND RELATIONSHIPS - LABELING "

Labeling is an exercise that you can use to help you learn. The exercise presents
groups of three words. Your task is to determine what the words have in common and
write a word or phrase that best describes the category on the line above. In the
following example,

-—t
@

nose
larynx
lungs

you might label them as Parts of the Respiratory System.

A. ' B
PT cerebrum
STD pons
GSW thalamus
Project PRQ’s Soiving Medical Terminology - Page 19
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maouth
esophagus
small bowel

Respiratory
Digestive
Circulatory

hemogiobin
plasma
leukocyte

pituitary
thyroid
adrenal

pro-
post-
hemi-

-oma
-ite
-lytic

hematuria
micturition
enuresis

Project Pro’s Sclving Medical Terminology
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anorexia
dysphagia
emesis

bones
joints
muscles

artery
cagillary
vein

fallopian tubes

ovary
uterus

hem-
hemato-
hema-

eu-
fibr-
kerat-

orthopnea
cyanosis
apnea

Page 20
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clavicle
Scapuia
sternum

iium
cocecyx

ischium -

The following terms should be labeled according to WMC Isolation categories.

U.

Parietal
sphenoid
Zygomatic

diphtheria (pharyngeai)
viral hemorrhagic fevers
Varicella Zoster

Femoral
Aorta
jugular

bronchitis
coronovirus
parzainfluenza

Encephalitis

Dientamoeba fragilis

Pleurodynia

ZE HOW YOU

PROCESS: ANALY '
SOLVED THE PROBLEM

What did you have to do to solve these labeling problems? Write the step-by-step
probiem-solving procedure you used to solve these problems. (You’re not limited to
four steps. Use the back of this sheet for additional steps.)

STEP ONE:

Project PRO’s Sclving Medical Terminclogy

acquired immunqdeﬁciency

syndrome

Leptospirosis

Syphilis




19.

18.

STEP TWO:

STEP THREE:

STEP FOUR:

Discuss your procedure with the rest of the class and note here any interesting points
you want to remember.

THINK LIKE A TEACHER

Nowv it is your turn to create similar term groups. Prepare three word groups like the
ones in 16 using terms from your glossary. Your facilitator will choose one or two of
your labeling categories and ask you to place them on the board (without the answer!)

and to conduct class on your word group. Note here points that you want to
remember.

PROCESS: GROUPING AND LABELING
TO REMEMBER INFORMATION

You have completed labeling exercises using medical terms. How does this kind of
exercise help in remembering the meanings of these words?

Project PRQ’s Soiving Medical Terminclogy Page 22




20.
{
21.
lt’.
22.

Discuss your answer t0 19 and note here any insights that you want to remember.

Medical terms are often formed based on their word parts. The three main word parts

_are the prefix, the combining form, and the suffix. ldentifying a word’s parts helps to

figure out its meaning.

Throughout this course, we will be constructing charts on prefixes, combining forms,
and suffixes. Now we will concentrate on prefixes. Look back to the terms in both
your glossary and the previous exercises. Identify and construct a chart of the prefixes
you find in your glossary and the terms from the previous exercises. {Maka a note of
the prefixes’ meaning next to each term.)

" FIND RELATIONSHIPS - CATEGORIZATION

This exercise in categorization has groups of three or four words, one of which does
not relate to the others. Your task is to determine which word does not fit and state
the reason for your decision. For example,

nose REASON: | will cross out heart because the other
larynx three terms are related to the respiratory system. The
heart heart is associated with the circulatory system.
lungs
A. mastication REASON:

saliva

absorption

capillary
Project Pro’s Solving Madical Terminology 7 S Page 23




B. incompetent REASON:
{ incontinent
void
elimination

C. DPH REASON:
DoP
OPM

s OE

D. prone REASON:
abduce
adduct
flexion

E. dorsal RE. JN:
posterior
supine
anterior

F.- pelvis REASON:
tibia :
ribs

{ tongue

G. neuro- REASON:
hem-
hemato-
hema-

H. anorexia REASON:
glossal
obese

I hamstring REASON:
cranial
spinal
autonomic

J. patella REASON:
fibula
ulna
tibia

Project Pro’s Sclving Medical Terminclogy Page 24
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PROCESS: ANALYZE HOW YOU
SOLVED THE PROBLEM

What did you have to do to solve these categorization exercises? Write the step-by-
step problem-solving procedure you used to solve these problems. (You’re not limited
to four steps. Use the back of this sheet for additional steps.)

STEP ONE:

STEP TWO:

STEP THREE:

STEP FOUR:

Discuss your procedure with the rest of the class and note here any interesting points
you want to remember.

Project PRO’s Soiving Medical Terminology Page 25




| ll THINK LIKE A TEACHER )]

24. Now it is your turn to create some categorization categories. Develop five ward
groups similar to the ones in 22. Be prepared to write one of your categories on the
board and to conduct a class discussion on its answer. Note here any peints that you
want to remember.

PROCESS: CATEGORIZE TO
REMEMBER INFORMATION

25. You have completed sorie categorizations of medical terms. How does this kind of
exercise help in remembering the meanings of these words?

l.

26. Discuss your answer to 25 with the class. Note here any insights that you want to
remember from the class discussion.
{ Project PRO’s Solving Medical Terminoiogy Page 26
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In activity 21, you created a chart of the prefixes found in the medical terms in bath
your glossary and the previous exercises. Now construct a chart of the suffixes you
find in your glossary terms and the terms from the previous exercises. (Make a note
of the suffixes’ meaning next to each term.)

FIND MORE COMPLEX RELATIONSHIPS -
THE STRUCTURED OVERVIEW

The "structured overview" is another technique that compels you to uyse the
meanings of words to determine relationships among thein. It presents a graphically
visual picture of how ideas and/or words relate to each other. If, for exampie, you
were given the four words "nose,” "larynx,” "respiratory,” and "lungs,” and were
asked to place them in the following chart,

you would put the word "respiratory” in the top box since it is the label of the major
category of which the other words are examples.

In the following exercises, use the given words to fill in the appropriate boxes to show

the best relationship among the words. Explain the reasons for your choice in the
space provided.
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compound, cornminuted, fracture, impacted

REASON:
B.
1
L ]
4
| |
l .
right bronchus, left lung, diaphragm,
trachea, right lung, left bronchus
REASON:
\
Project PRO’s Solving Medical Terminology f‘ ’
o . b

Page 28




ey

lens, vitreous body, anterior chamber, cornea, retina

REASON:

stratum corneum, subcutis, epidermis, dermis

REASON:

GE U GN O e G E 2 B0 SE B e A E .
Ead
|
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suprarenal, pancreas, glands, thymus, thyroid

- REASON:

tunica media, tunica adventitia, tunica intima

REASON:

Project RRO's Solving Medical Terminclogy
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ascending colon, stomach, small intestine, esophagus, rectum, descending colon,
sigmoid colon, duodenum, large intestine, ileum,
jejunum, cecum, traverse colon

REASON:

E A GO T 4 G W AR Eh S B G A & O I & =
-
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common iliac, axillary, ulnar, anterior tibial, femoral, brachial, posterior tibial, radial,
heart, deep femoral, aorta, popliteal, deep brachial.

REASON:

Project PRO’s Sotving Medical Terminology Page 32
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helix, concha, tympanic membrane, incus, labyrinthine, cochlea, lobule, external ear,

external auditory meatus, malleus, ear, fenestrae, auditory nerve, saccule, middle ear,
internal ear

REASON:

—

PROCESS: ANALYZE HOW YQU
SOLVED THE PROBLEM

28. What did your mind have to do to solve these "structured overview" problems? Write
your step-by-step procedure here.

STEP ONE:

STEP TWOC:

STEP THREE:

Project Pro’s Salving Medical Terminology Page 33




STEP FOUR:

Discuss your procedure with the rest of the class and note here any interesting points
you want to remember.

THINK LIKE A TEACHER |

30. Now itis your turn to create five complete "structured overviews.” Be prepared 10
write one of your "structured overview" problems on the chalk board and to conduct
a class discussion on its solution. Note here any important points made during the
discussion. :

A.

Project Pro’s Solving Madical Terminclogy Pags 34
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PROCESS: USE "STRUCTURED OVERVIEW"™ |
TO REMEMBER INFORMATION .

You have completed some structured overview exercises using medical terms. How
does this kind of exercise help in remembering the meanings of these words?
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32.

33.

34.

Discuss your answer to 3 with the class. Note here any insights that you want to
remember from the class c scussion.

In activity 21 and 27, you created charts of the prefixes and suffixes found in the
medical terms in both your glossary and the previous exercises. Now construct a chart
of the combining forms you find in your glossary terms and the terms from the
previous exercises. (Make a note of the combining forms’ meaning next to each term.)

{ LOOK FOR RELATIONSHIPS - CLASSIFICATION l‘

Classification is a process in which you systematically group items into categories
according to similar characteristics. Itis a thinking skill that enables you to discover
what relationships exist among words. The alphabetizing of words (as you did with
medical terms in activity 4) is a classification system: grouping words together
according to similar first letters. Now that you have precise definitions of medical
terms in activity 4 and some experience in categorizing and labeling, classify all the
words you have listed in 4 into the following five groups. Be prepared to give your
reasons for putting eac~ ‘~ord in the category that you did.
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ASIC SYSTEM

d SKELETAL

NERVQUS

CIRCULATORY

DIGESTIVE

RESPIRATORY

[ THINK LIKE A TEACHER :

Now place the words from activity 4 into your own classification system and put a
label on each group. (You can’t use the same classification system used in the
previous question.)

Label:

Project Pro’s Solving Medical Terminology Page 37
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Label:

Label:

Label:

t PROCESS: ANAIYZE HOW YOU
 SOLVED THE PROBLEM

36. What did your mind have to do to solve this classification problem? Write_your
step-by-step procedure here.

STEP ONE:

STEP TWO:
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STEP THREE:

STEP FOUR:

Discuss your classification system, labels, and procedure with the rest of the class
and note here any interesting points you want to remember.

REMEMBER INFORMATION

PROCESS: CLASSIFY TO "

Ean Y

37. You have completed some classification exercises using medical terms. How does
this kind of exercise help in remembering the meanings of these words?

38. Discuss your answer to 37 with the class. Note here any insights that you want to
remember from the class discussion.

-
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38.

40.

41.

42.

SYNTHESIZE: PUTTING IT ALL TOGETHER l!
A —

On a separate paper, create a chart that compares the difficuities and/or ease, benefits
and/or detriments of the exercises of labeling, categorization, structured overview, and
classification as they relate to remembering and properly using medical terms.

Do you think you have a good understanding of medical terms? Why or Why not?

Have you "learned to learn” in the context of medical terminology? State your reasons
for your answer giving specific detail.

Write a paragraph or two that explains how you can use the exercises of labeling,
categorization, structured overview, and classification to help you learn and
understand the workplace terms used in your department..
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COMMON RULES FOR THE ADDITION OF SUFFIXES
10 THE ENDS OF WORD ROOTS

. vowels a,¢,i, 0, u {y)
consonants b, c,d,f gh,ik I, m,n,p, QrstVv,wXxyz

1. If the suffix begins with a vowel. drop the vowel of the root and add the

suffix.

Root Suffix Word

hepato + jtis = hepatitis
cholecysto + ectomy = cholecystectomy
nephro + osis = nephrosis
gastroo + optosis = gastroptosis
neuro + algia = neuralgia

2. If the suffix begins with a consonant, add it to the word root in total.

Root Suffix Waord

myo + pathy = myopathy
cardio. + megaly = cardiomegaly
osteo + malacia = osteomalacia
thoraco + tomy =. thoracotomy

3. There are always exceptions to the rule. Here is one of them: When
adding the suffix -thaphy or -rhexis, duble the initial consonant be-
fore adding the suffix.

Root Suffix Word
arterio + rhexis = arteriorrhexis _
orchio + rhaphy = orchiorthaphy

You must remember that all of the above word roots are combining
forms.

- - ll ’
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Respiratory Isolation

. Masks are ngicated for tnose wno come ciose to satent.

1

2. Gowns are not indicated. Measles
3. Gioves are not indicated. Mumps
4. HANDS MUST BE WASHED AFTER TQUCHING THE PATIENT OR

POTENTIALLY CONTAMINATED ARTICLES AND BEFORE TAKING
CARE OF ANOTHER PATIENT,

. Amicies contaminated with infechve matenal should be discarded

or bagged and !aGeted befare Deing sent for decontaminguaon and
reprocessing.

Enteric Precautions

Whooping Cough
Meningococcal-Mening-
itis

Diarrhea caused by:

1 gasks are not inGicateq. Campylobacter
2. Gowns are indicated if saiing 8 likely.
3. Gioves are indicated for oucaing infective matenal. Sa l.mo neila
4 HANDS MUST BE WASHED AFTER TQUCHING THE PATIENT OR Shigella
POTENTIALLY CONTAMINATED ARTICLES AND BEFORE TAKING e
CARE OF ANOTHER PATIENT. Hepatitisa

oDy -

. Arncies centaminated with infeczve matenal should be discarded

ar bagged ana labeted befars e:ng sent for decontaminanon and

reorecessing.
Strict Isolation

. Masks are indicated for all persons entenng room.
. Gowns are ndicated for ail persans entenng room.
. Gloves are indicated for i persons entenng room.
" HANDS MUST BE WASHED AFTER TQUCHING THE PATIENT OR

POTENTIALLY CONTAMINATED ARTICLES AND BEFORE TAKING
CARE OF ANOTHER PATIENT.

. Articies contarminated with infecave material should be discarded

or bagged and tadeied defore Being sent for decontaminaton and
reprocessing.

Contact Isolation

Masxs are ingicated for those wNo come Close 10 patient.

. Gowns are naicated  Somng 18 likety.
. Gioves are indicated foc tauching infectrve matenal.

HANDS MUST 3€ WASHEQ AFTER TQUCHING THE PATIENT OR
POTENTIALLY CONTAMINATED ARTICLES AND BEFURE TAKING
CARE QF ANQTHER PATIENT.

Articies contaminated with (ntectve matenal shauld de disqrded or

bigged ana 'adeleq Detore Leng sent tor ecantaminauon and
regrocessing.

Viral Meningitis

Chicken Pox
Diphtheria

Patient must be in
room with aute-room

TB
Patient must be in
room with ante-room

ALL PATIENTS
ALL OF THE TIME

Impetigo

Multiply Resistant Bact
Staph or Strepa Pneur
Scabies

Head Lice

Major Would Infections

ERIC *1STCUPY AVAILABLE

Aruitoxt provided by Eic:




SOLVING MEDICAL TERMINOLOGY
AN OVERVIEW

Solving Medical Terminology is a vocabulary course which
concentrates on that knowledge and those skills which are necessary
for learning new vocabulary words. The emphasis is on the way the
English language works, particularly on roots, prefixes and
suffixes. The students are given various ways to figure out and
learn vocabulary, plus practice in some of these skills. Use of
dictionaries and other reference books is emphasized as is using
charts to find answers to questions. Medical terminology in used
as a vehicle since it is of particular interest to these students.




English As A Second Language
(ESL)

Developed by:
Brandi Hockman




— English As A Second Languasge

Section 1. Listen, Repeat, Write,

and Check.

—
-

10.

G R 0 B A B BE AE D B N D I B B D E e
[&]]

Project PRO’s English As A Second Language
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Section 1. __Listen, Repeat, Write, and Check (continued).

L3.

14.

16.

18.

19.

Project PRO's English As 4 Second Language




Responseg to Section 1.

1. Is it raining?

2. Are they from China?

3. Do you have children?

4. The employees are not from America.
5. This class is small.

6. The teacher has a book.

i
i
i
i
i
I
7. Can you see the man?
' . 8. Do they want to eat lunch?
' 9. I usually drink milk.
10. They never drink coffee.
l 11. Sarah leaves work at 3:30pn.
12. She.studies English.
' 13. Did he come to work this morning?
l 14. They were tired.
15. Did you work late last night?
' 16. Is the oven turned off?
17. The water is hot.
l 18. The dishwasher is not working.
l 19. It is broken.

20. Did you take your vacation? Where did you do?

Project PRO’s English As A Second Language
* f
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Section 2. What Do _You Say When...

1. wWhat do vou sav to vour supervisor if vou are.late for wark?

2. What do you sav if vou don't understandi what someon2> has said

to vou?”

3. What do vou say if .vou are suppose to put orange .Juice cn a

tray but instead you put apple juice on it?
4. What do vou say when vou want to take a dav of work off?

3. what do you sayv when you want to know what time it is, but you

don’'t have a watch on?

Project PRO’s English As A Second Language




egponses t tio .

1. I am sorry I am late. I~won’t be late again.

2. I am sorry. I did not understand you. Please repeat what vou
said.

3. I am sorry. I made a mistake.

4. May I take.Friday off? 1 have a doctor’s appointment.

5. Excuse me. Do you have the time? (or) Excuse me. Do vou

know what time it is?

Project PRO's English As A Second Languasge
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Section 3. In Your Own Words.

Answer the following cuestions.

1. Do yot like to read?

2. What kinds of things do vou read?”
3. How often do vou read?

4. Do you read in English?

5. Do you know where the library is?
6. Havg you ever been to the library?

~3

Do you have a library card?

Project PRGO's English As 4 Second Language
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Respongeg to Section 3.

1. Yes, I like to read. (or) No, I don't like to read too much.

2. I like to read magazines. (or) I like to read the newspaper.
({or} I like to read books.

3. I read magazines often. {or) I read the newspaper every
morning. {or) I read a book every month.

4, No, I usually read in Vietnamese. (or) Yes, I read an

American newspaper,

5. Yes. I know where the library is. (or}) No. I do not know

where the library is.

6. Yes. I went to the library yesterday. (or) No. I have never

been to the library before.

7. Yes. I have a library card. I can check out books. {or)
No. I do not have a library card. My friend checks out.books

for me.

Project PRO's English As A Second Language
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- English As A Second Language

. We will complete Week 3's activities.

. We will then begin working on this week's topic - the verb
'have’ as a main verb.

. One goal of this class is to develop your English vocabular:r.
You should always ask for a word’'s definition if you are
unsure of its meaning. )

. Each week we will talk about new vocabulary words, the plural -
forms of those words, and wdrds that mean the same or nearly
the same. (We call words that mean the same or nearly the

same synonyms. )

. Another goal is to improve your pronunciation of vocabulary
words so you will be asked to repeat specific words and
sentences.

Project PRO's English 4s A Second Language
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CHOOSE THE WORD THAT BEST COMPLETES THE SENTENCE IN PRESENT TENSE.
WRITE YOUR CHOICE IN THE BLANK THAT IS PROVIDED.

1. She a coffee pot.
A. has
B. have
-—umnpn_J
.Svnonvms:
2. Thomas and Sarah spoons for their soup.
A. has
B. have
spoon
synonvms:
3. I a glass of water. —
A. has
B. have
sSvynonvms glass
4. The nurse a bowl of soup.
A, has
B. have %
synonvms:
bowl




5. The knife _ _____  a sharp blade.
A. has
B. have
knife
svnonyms:
6. Do you a carrot in your refrigerator?
A. has <arrot
B. have
synonvms: p
{
7. The doctor an umbrella because it is raining.
A. has
B. have
umbrella
svnonvms:
8. When we go to a birthday party, we cake and ice cream.
A. has
B. have
syvnonvms:

‘ 117




CHOOSE THE WORD THAT BEST COMPLETES THE SENTENCE IN PAST TENSE.
WRITE YOUR CHOICE IN THE BLANK THAT IS PROVIDED.

l 1. Theyv a bag of food when they left the grocery store.
A. have
- B had
‘ C. has
' svnonyvms:
2. Sam and I lunch together vesterday.
l A. have
B. had
' C. has
' svnonyms:
' 3. When I was cleaning, I . a broom.
A. have
' B. had
C. has broom
' svynonyms:
4. The rabbit that I saw Friday big ears. —Q—
. I
l A. have ' _p?_" ’*{
B. had g *z g
C. has S LM
' 3.‘,_,59
rabbit
l svnonvms:
m




CHOOSE THE WORD THAT BEST COMPLETES THE SENTENCE IN FUTURE TENSE.
WRITE YOUR CHOICE IN THE BLANK THAT IS PROVIDED.

1. Tomorrow he to meet with his supervisor.
A has
B. have
2. At Christmas, they many relatives to visit.
A. has
B. have
3. When the movie is over, do wvou to leave?
A, has
B. have
4, I two meetings to attend in the morning.
A, has
B. have
5. Next week we to buy a Christmas tree.
A, has
B. have
6. On January 3, 1993 I to take my son to the dentist.
A, has
B. have

Kic 119
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O

HAVE
PRESENT TENSE
I have
he
she has
it
they have
we have
HAVE
PAST TENSE
I had
he
she had
it
they had
we had
129




HAVE
FUTURE TENSE
I have
he
she has
. it
they have
we have




— English As A Second Langunge

Last week, we talked about the present tense of the verb
'have’. For example in the sentence, "I have two children”,
the verb ’have’ is in the present tense. :

Tonight we will continue our discussion of the verb ‘'have’.
We will talk about its past and future tenses.

I will also ask you to describe, in Qriting, your idea of the
perfect job.

We will then discuss your ideas as a class. I want everyone
to share his/her ideas with the class. This opportunity will
help you improve your conversational English.

Project PRO’s English As A Second Language
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ENGLISH AS A SECOND LANGUAGE

* TONIGHT WE WILL TALK ABOUT THE VERB "BE" IN THE PRESENT AND PAST
TENSES. WE WILL CONTINUE TO LISTEN, REPEAT, AND COMPLETE
SENTENCES, BUT THIS WEEK WE WILL USE THE VERB "BE".

THE SENTENCES THAT WE WILL BE USING CONTAIN VOCABULARY WORDS
THAT ARE USED FREQUENTLY DURING THE CHRISTMAS SEASON. IF YOU

ARE CONFUSED ABOUT A WORD, OR IF YOU DON'T UNDERSTAND THE WORD,
PLEASE ASK FOR HELP.

* THE WRITING/CONVERSATIONAL TOPIC FOR TONIGHT WILL ALSO BE ABOUT
CHRISTMAS. YOU WILL HAVE SOME TIME TO CREATE YOUR OWN CHRISTMAS
LIST, AND THEN YOU WILL SHARE YOUR LIST WITH THE CLASS.




1. We

ENGLISH AS A SECOND LANGUAGE

READ THE SENTENCE CAREFULLY AND CHOOSE THE CORRECT ANSWER IN THE
PRESENT TENSE. :

going to church because it is Christmas Eve.
am synonyms: +Hne night betcr o
is
are

buying a gift for Christmas.

am synonyms: pvesﬁvﬁ+
is acae
are rj <3
3. Enrique and I decorating the tree.
A. am synonynms: +Yiﬂ1vwﬂu\f)
B. 1is
C. are
4. The little boy very excited about Christmas.
A, am
B. is
‘ C. are
5. I working today, so I can be home for the holidays.
A. am synonyms: Chvi stnas
B. 1is Newy Years z)l&{
C. are /

Chrishnas e

124
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ENGLISH AS A SECOND LANGUAGE

6. The man with the white beard wearing a Santa Claus
costume.
A. am _
B. 1is synonyms: Ocu too
C. are St ik

St tlhictola s

7. The date December 22, 1992. There are only a few days

until Christmas.
A. am
B. is
C are

8. Nam filling the stocking with gifts.

A. am : synonyms:

C. are

9. you ready for Santa Claus?

A. am
B. 1is

C. are il
10. The workers at the Christmas party. '
A. am

B. is
C. are




. . ENGLISH AS A SECOND LANGUAGE
READ THE SENTENCES CAREFULLY AND CHOOSE THE CORRECT ANSWER IN THE
. PAST TENSE.
| “ 1. The Christmas sonsg beautiful.
A. was synonyms: h~4rmnS
B. were
l Carels
' USIC
2. I ______ going to buy a turkey for Christmas dinner.
' A, was
B. were
l 3. All of the decorations on the tree.
‘ A. was synonyms: Arpmauine 1S
l B. were
l 4. it cold when you went Christmas caroling?
A. was
l B. were
5. The supervisor giving Christmas cards to all of the
. employees,
A. was synonyms:

126




ENGLISH AS A SECOND LANGUAGE

6. Brandi ___ eating a candy cane. '
A. 'was synonymszf3efﬁ;trpn;.34_ ey
| B. were '
I
7. Nam, Ba, and Enriqug putting ornaments on the tree. -
A. was synonyms: Ctristnas bl s
B. were e ' e IOLL,LbS

8. Everyone shopping at the mall yesterday.

A. was
B. were

9. they sleeping when Santa brought their gifts?
A. was
B. were

10. The presents under Tami's Christmas tree.
A. was

B. were

%

?

H

ERIC 127




ENGLISH AS A SECOND LANGUAGE

THE VERB "BE"

PRESENT TENSE

you are
he
she is
it
they are

we are

PAST TENSE

I was
you were
he

she was
it

they were
we were

you all

' you all

128




ENGLISH AS A SECOND LANGUAGE

WRITING / CONVERSATION ACTIVITY

BEFORE CHRISTMAS, MANY CHILDREN AND ADULTS MAKE A CHRISTMAS LIST.
THEY WRITE DOWN WHAT THEY WOULD LIKE FOR CHRISTMAS, OR WHAT THEY
ARE GETTING OTHER PECPLE FOR CHRISTMAS. FOR TONIGHT'’S ACTIVITY,

YOU WILL EACH .MAKE A CHRISTMAS LIST AND THEN SHARE THE LIST WITH
THE REST OF THE CLASS.

129
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PROJECT
240,

PROFESSIONAL RIADINISS OPPORTUNITY

ENGLISH AS A SECOND LANGUAGE

* THIS WEEK WE WILL CONTINUE TO WORK WITH THE VERB

WILL READ A STORY AND HEAR YOUR OWN PRONUNCIATION.

THE MOST.

130

"BE". WE WILL

COMPLETE MORE SENTENCES IN PRESENT AND PAST TENSES.

* TONIGHT WE WILL ALSO WORK ON PRONUNCIATION/WRITING SKILLS. YOU

HEARING YOUR

OWN MISTAKES WILL HELP YOU UNDERSTAND WHAT YOU NEED TO WORK ON

0. Box 3340
Winchester, VA 22604

O _vinchester Medical Center Telephone: (703) 722-8980

Fax: (703) 722-8019




ENGLISH AS A SECOND LANGUAGE

COMPLETE THE SENTENCE WITH THE CORRECT FORM OF THE VERB "BE" IN
PRESENT TENSE.

1. They at work today.

A, am
B. is.
C. are
2. He a responsible employee.
A. am
B. is
C. are
3. You supposed to call in if you can’t come to work.
A, am
B. is
C. are
4. 1T not going on vacation this year.
A. am
B. is
C. are
5. We learning English.
A. am
B. 1is
C. are
6. It very windy outside.
A, am
B. 1is
C. are
7. This our sixth class.
A, am
B. is
C. are




ENGLISH AS A SECOND LANGUAGE

COMPLETE THE SENTENCE WITH THE CORRECT FORM OF THE VERB "BE"
PAST TENSE.
1. I not here for Christmas.
A. was
B. were
2. They asked to assist their co-workers.
A. was
B. were
3. She nominated "Employee Of The Month".
A. was
B. were
4. We looking forward to our trip.
A. was
B. were
5. You all here on time tonight.
A. was
B. were
6. Sam sick during the holidays.
A. was
B. were
7. I not at work yesterday, because my car broke down

the highway.

A. was
B. were
8. The workers unhappy with their supervisor.
A. was
B. were

132
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Reading and Reasoning
Learner’s Performing-Work
Taskbock

Developed by:
Edmund Vitale, Jr.
Tamara Fleming
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PERFORMING WORK:
TASK # 01

The MEMO in the box below tells you how this class will be conducted.
STOP! DON’T READ THE MEMO YET.

Your facilitator will first explain and discuss with you a different way the class will read the
memo. We call this different way of reading, ACTIVE READING. Then everyone together will
practice READING ACTIVELY on the memo below.

Project PRO’s Reading and Reasoning Task 01, page 1
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MEMO TO THE CLASS

This class will be different. You will not just work by yourself or listen to a teacher give you
information. You will be actively involved in (A) thinking and (B) learning-how-to-learn by (1)

reading actively, (2) explaining answers, (3) taking part in group activities, and (4) using
resources.

A) THINKING: Thinking is not just knowing and/or finding the right answer. That is
memorization.  Thinking is the use of information and knowledge to help solve problems.
In this class, you will be actively involved in solving problems and thinking.

B) LEARNING-HOW-TO-LEARN: Knowing how to find, think about, and use information
to solve problems is a learning-how-to-learn skill. So as you actively seek solutions to

problems, you will examine how you reached your solutions (your problem-solving
strategies) and use that process to learn-how-to-learn.

1) READING ACTIVELY: Being able to read welil helps all of us perform our work.
Reading to perform work is a goal for this course. Active reading in this course includes
reading aloud. Don't be afraid of making mistakes while reading. We all do! In fact, they
are not mistakes; incorrect answers are considered learning opportunities. We use them to
learn. (We call this taking advantage of learning opportunities.) In addition to helping you

practice reading, reading aloud as conducted in this class will be used to develop your
reading comprehension skills.

2) EXPLAINING ANSWERS: You will be asked to give reasons and explanations for
answers to questions. In this class, the explanation for an answer is as important as the
answer itself. So start to become aware of the reasons for your answers: What made you

think of that answer? Answers will be judged more on the explanation than on whether the
answer is right or wrong.

2A) COMMUNICATING: Giving reasons and explanations for answers will
require you to talk a lot. This willi help you to answer questions and give

information more clearly on the job. In this class, you will also be asked to write
out answers to problems in sentence or memo form.

3) TAKING PART IN GROUP ACTIVITIES: Working in a group in the classroom
helps you to learn more about working together and team work on the job. Many of the

activities in this course will be completed in small or large groups that require you to learn
how to participate effectively in a group.

4) USING RESOURCES TO BUILD YOUR OWN KNOWLEDGE: More than likely,
your previous educational experiences in the classroom involved having knowledge and
information given to you by the teacher, who lectured or directed you to read certain
textbook pages. In this class, you will learn how to use manuals, memos. charts, and the
dictionary, together with some regular classroom books to help solve work-related
problems. Learning how to use written resources allows you to solve problems better; it

also allows you to build your own knowledge, which is another way of learning-how-to-
learn.

135
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PERFORMING WORK:
TASK # 02

BRAINSTORMING:

Your facilitator will conduct a class session where you and your classmates will learn about
brainstorming; then you will brainstorm the ideas, concepts, and terms that you associate with

WMC's C.A.R.E. philosophy.

MAKING CONNECTIONS:

1. List as many things WMC's C.A.R.E. philosophy has in common with the MEMO TO
THE CLASS you discussed in TASK 01.

DISCUSS YOUR IDEAS: (Discuss as a class your thoughts about the similarities between
WMC'’s C.A.R.E. philosophy you brainstormed and the MEMO TO THE CLASS you have
discussed in TASK 01. Use the space below for your notes.)
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DEVELOP CLASSROOM POLICY:

2. Based on the class discussion of question 1 above, suggest some appropriate
responsibilities of you and your classmates.

DISCUSS YOUR IDEAS: (Your facilitator will post the suggestions on the board and lead the

class in developing a final list that will be posted in the classroom and used throughout the rest
of the course.)

Project PRO’s Reading and Reasoning : Task 02, page 2




PERFORMING WORK:
TASK # 03

READ ACTIVELY: You will next be asked to locate and read your Job Description.

BEFORE YOU ACTUALLY READ, THINK!

We often think about an activity before we start doing it. Just like we have to warm up
before playing a sport, we have to think before performing tasks; we get out the ingredients
before preparing a meal; we plan our trips to the market. We also have to think before we
read, though many of us don't realize we do any thinking before we read. THINKING is a
part of ACTIVE READING. In this course, we are going to learn what we can do just
before we start to read. We call this mental planning and preparation for active reading,
BEFORE-READING THINKING. The task we will perform in this case is reading a job
description.

In order to help you develop some good habits in your BEFORE-READING THINKING in
this situation, let’s (A) determine the reasons for reading a job description, (B) recall what
you already know about job descriptions, and (C) try to predict what you will find in such a
description.

THINK BEFORE YOU READ:

1. List some reasons why you would read a job description. Be prepared to discuss these
reasons. (Don’t worry about grammar, spelling, punctuation, or complete sentences
here. Just make some notes for yourself so you can tell the class orally what are some
reasons for reading a job description.) .

2. List some things about job descriptions that you expect to find. Be prepared to discuss
what you already know. (Don’t worry about grammar, spelling, punctuation, or
complete sentences here. Just make some notes for yourself so you can tell the class
orally what you already know.)
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DISCUSS YOUR IDEAS: (Have a class discussion on questions 1 and 2 before continuing

with this exercise. Note here any interesting points you want to remember from the
discussion.)

FINDING RESOURCES: Now go to your Learner’s Resource Manual and find your job
description. But before you actually read the document, answer question 3 below.

THINKING ABOUT HOW TO FIND INFORMATION:

3. List the steps you took to find your job description in your Learner’s Resource
Manual.

DISCUSS YOUR IDEAS: (Discuss as a class the different ways to find information in the
Learner’s Resource Manual. Use the space below for your notes.)

READ ACTIVELY: Your facilitator will guide you through actively reading the Job
Description aloud just as the class read aloud the MEMO TO CLASS.
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THINKING ABOUT READING AND THINKING:

4.

In question 1, you were asked to list some reasons why you would read a job
description. Did the fact that you had to think about the purpose for reading before
you actually read the job description help you UNDERSTAND the job description
better? Make some notes below to support your answer.

In question 2, you were asked to list some things you already know you already
know. Did the fact that you had to recall what you already know about job
descriptions help you COMPREHEND AND UNDERSTAND the job description
better? Make some notes below to support your answer.

List the things that you did find in the job description that you expected to find.
(Again, don’t worry about grammar or spelling or sentence structure. Make these
notes for yourself so you can remember and discuss them in class.)

List the things you expected to find but didn't.
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8. List here the things that you found in reading the job description that you did not
expect to find.

DISCUSS YOUR IDEAS: (Discuss as a class your answers to questions 5 through 8. Use
the space below for your notes.)
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PERFORMING WORK:
TASK # 04

READ ACTIVELY: You receive the following memo:

MEMO

TO: ALL EMPLOYEES
FROM: PERSONNEL
DATE: APRIL 10, 199_

The new Universal Precautions for WMC employees are
attached. Read carefully and be prepared to follow the new

procedures.
STOP!!: No, we didn’t forget to attach the new Universal Precautions. We are first going
to answer some preliminarv questions to start us thinking about what we will

read.

THINK BEFORE YOU READ:

1. What were your first thoughts as you read the MEMO? (Not your thoughts about this
exercise!!) What was your mind thinking about as you read the MEMO about the new
procedure? (Feel free to mention whatever you thought about!)

2. Would your answers to question 1 above be different if the last sentence of the MEMO
only said: "Please read the section attached. " If your thoughts would be different, explain
the difference. If your thoughts would not be different, why not? (Don’t forget the
explanations for your answers are as important as your answers.)
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3. List some things you expect to find in the Universal Precautions.

DISCUSS YOUR IDEAS: (Discuss as a class questions 1 through 3 before continuing this
TASK. Use the space below for your notes from the class discussion.)

FINDING RESOURCES: Now go to your Learner’s Resource Manual and find the Universal
Precautions. But before you actually read the document, answer question 4 below.

THINKING ABOUT HOW TO FIND INFORMATION:

4. List the steps you took to find the new Universal Precautions in your Learner’s Resource
Manual.

DISCUSS YOUR IDEAS: (Discuss the steps you used to find and material and whether the
steps you now take to find information in your Learner’s Resource Manual are becoming easier
and more efficient and why. Use the space below for your notes from the class discussion.)

READ ACTIVELY: Your facilitator will guide you through reading the document aloud just
as we read aloud the MEMO TO THE CLASS.
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THINKING ABOUT READING AND THINKING:
5. In question 3, you were asked to list the things you expected to find in the Universal

Precautions. Did making this list before reading the Universal Precautions actually help
you read the material better? (List the reasons for your answers.)

6. List any information in the Universal Precautions that was different from what you
expected to find.

DISCUSS YOUR IDEAS: (Discuss as a class your answers to questions S and 6 before
continuing the exercise. Use the space below for your notes from the class discussion.)

DISCOVERING RELATIONSHIPS:

7. List as many things in common as you can between the Universal Precautions and the
job description you previously studied.

DISCUSS YOUR IDEAS: (Discuss as a class your thoughts about the relationship between your

job description and the Universal Precautions. Use the space below for your notes from the class
discussion.)
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BUILDING YOUR THINKING SKILLS:

8. Do BEFORE-READING THINKING STRATEGIES change as the material you read
(such as charts, newspapers, or grocery advertisements) changes? Be prepared to support
you answer.

9. Do BEFORE-READING THINKING STRATEGIES change as the instructions you
receive change? For instance, assume the memo introducing this TASK only stated:
"Please read the new Universal Precautions.” Please support your answer.

10.  What do the answers to the last two questions mean for the way you read and for the
BEFORE-READING THINKING STRATEGIES you might use?

DISCUSS YOUR IDEAS: Discuss as a class the answers to the last three questions. Use the
space below for your notes from the class discussion.

Project PRQ’s Reading and Reasoning Task 04, page 4

145




PERFORMING WORK:
TASK # 05

BRAINSTORMING:

1. Your facilitator will guide you in a brainstorming session, the purpose of which is to
develop as many BEFORE-READING THINKING STRATEGIES as possible.

ANALYZING:

2. After the list has been developed, your facilitator will guide you in analyzing each entry
on the list. The analysis should determine (1) whether the entry should be included in
a final list, (2) suggestions for rewording if necessary, and (3) a short description of how
the strategy can be used. You should be able to support each decision in each of these
three categories.

DEVELOPING A CHART:

3. Either individually or in small groups, develop a chart of the class’s BEFORE-
READING THINKING STRATEGIES. Try to determine a point of view or an
organizing theme for the chart such as the strategies used for reading at work, or reading
at school, or reading for different purposes, or all of these in one chart. Be creative in
developing the theme for your chart and how you show it on paper.
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PERFORMING WORK:
TASK # 07

READ ACTIVELY the following memo:

TO: HOSPITAL PERSONNEL
FROM: Personhel Department
DATE: June 10, 199__

RE: TRAINING SESSION ON HANDLING HAZARDOUS MATERIALS

The Training Department has scheduled a training session for
various WMC departments on the hazardous materials you might
encounter in the performance of your job.

In order to get the most out of the training, please review
a Material Safety and Data Sheet (MSDS) form from your
department and know how it is organized before the training
session. The trainers will assume you are familiar with the
MSDS form and will base the training on that assumption.

Since the training will involve answers to the following
questions, please come prepared to answer these questions
for any MSDS form that you have in your department:

A. From the MSDS form for the product that you choose,
what is the name and address of the company that
produces this product?

B. From the MSDS form for the product that you choose,
what is the telephone number to call in the event you
want more information?

C. From the MSDS form for the product that you choose,
what would you do if that product splashed into the
eye of a co-worker?

D. From the MSDS form for the product that you choose,

what would you do if that product spilled all over
the floor?

E. From the MSDS form for the product that you choose,
what kind of fire extinguisher would you use to put
out a fire involving this product.
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DISCUSS YOUR IDEAS: Be prepared to present your chart and the reasons for its organizing
theme to the rest of the class. The space below are for your notes from the class discussion.
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PERFORMING WORK:
TASK # 06

READ ACTIVELY: You receive the following memo:

MEMO
TO: ALL EMPLOYEES
FROM: SAFETY AND SECURITY
DATE: APRIL 10, 199_
Attached is the Ccde Orange section of the Emergency
Plans and Safety Policies Manual. Please be aware of the
procedures for your department and be prepared to respond
accordingly. Specifically, please answer the following
guestions about Code Orange as it relates to your
department:
a. How many Code Orange levels are there and what is
the name of each level?
B. Where do you report in the event of a Code Orange
emergency?
C. Explain the chain of command for each Code Orange
level. ‘
D. List the specific duties your department performs in
a Code Orange emergency.

STOP!!: No, we didn’t forget to attach the Code Orange section of the Emergency
Plans and Safety Policies Manual. We are first going to list some of the
BEFORE-READING THINKING STRATEGIES you will use and then start
thinking about DURING-READING THINKING STRATEGIES.
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THINK BEFORE YOU READ:

1. List the BEFORE-READING THINKING STRATEGIES you intend to use when
reading the Code Orange section of the Emergency Plans and Safety Policies Manual.

A List some things you expect to find in the Code Orange section of the Emergency

Plans and Safety Policies Manual.

DISCUSS YOUR IDEAS: (Discuss as a class, questions 1 and 2 before continuing this
TASK. Use the space below for your notes from the class discussion.)

THINKING ABOUT THINKING AND READING:

AS the last question above demonstrated, one of the best ways to prepare for reading is to
find out what you already know. So to prepare for developing DURING-READING
THINKING STRATEGIES, let’s find out what you already know about them.

3. What are some of the things you do while you read to make sure you understand
what you're reading?

DISCUSS YOUR IDEAS: (Discuss as a class, what you can do while reading to comprehend
and understand what you are readirg. Use the space below for your notes from the class
discussion.)
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FINDING RESOURCES: Now go to your Learner’s Resource Manual and find the Code
Orange section of the Emergency Plans and Safety Policies Manual. But before you actually
read the document, answer questions 4 and 5 below.

THINKING ABOUT HOW TO FIND INFORMATION:

4. List the steps you took to find the Code Orange section of the Emergency Plans and
Safety Policies Manual in your Learner’s Resource Manual.

5. You are becoming an expert on how to find information in the LEARNER'S
RESOURCE MANUAL. This will be the last time you will be ask=d about finding
information in your LEARNER’S RESOURCE MANUAL, but now we want you to
start thinking about how you find information in other books, such as a dictionary,
or a child’s math book, or the directions to put together an appliance. List some
ways that you use to find information in books.

DISCUSS YOUR IDEAS: (Your ideas about how to find information in other books is a
very important part of learning-how-to-learn. Discuss your ideas with the rest of the class
before going on to the rest of this TASK.)

READ ACTIVELY: Your facilitator will guide you through reading the Code Orange section
of the Emergency Plans and Safety Policies Manual aloud, in the same manner that we read
aloud the MEMO TO THE CLASS.

READING FOR COMPREHENSION: Now reread to yourself the Code Orange material
and answer the questions, repeated below, in the space provided. As you answer these
questions, be aware of the DURING-READING THINKING STRATEGIES you are using
to monitor your understanding of the material and your answers to the questions.
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6. Now let’s answer the questions contained in the MEMO:

A How many Code Orange levels are there and what is the name of each level?

B. Where do you report in the event of a Code Orange emergency?

C. Explain the chain of command for each Code Orange level.

D. List the specific duties Environmental Services performs in a Code Orange
emergency.

THINKING ABOUT READING AND THINKING: Before discussing your answers to the
Code Orange questions, let’s become aware of what you did as you read the material and
answered the questions. Answer the following questions as carefully and completely as you
can so we can have a lively discussion of the reading and thinking strategies that you used.

7. In question 1, you were asked to list the BEFORE-READING THINKING
STRATEGIES you intended to use when reading the Code Orange section of the
Emergency Plans and Safety Policies Manual. Did using the strategies you listed help
you to read and understand the Code Orange material better? Support your answers
by listing your reasons for your answer.
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8. In question 2, you were asked to list what you expected to find in the Code Orange

section of the Emergency Plans and Safety Policies Manual. Did thinking about what
you expected to find in the material help you read and understand the Code Orange
material better? Support your answers by listing your reasons for your answer.

DISCUSS YOUR IDEAS: (Discuss as a class your answers to questicns 6 and 7 before

- continuing the exercise. Use the space below for your notes from the class discussion.)

THINKING ABOUT DURING-READING THINKING STRATEGIES:

0. In question 3, you were asked to determine some of the things you do while you read
to make sure you understand. What were some of the strategies you used while you
were reading and answering questions and how effective were they?

10.  Did any other DURING-READING THINKING STRATEGIES come to mind as you
read this material and answered the questions? List some of your new ideas.

DISCUSS YOUR IDEAS: (Discuss your answers to questions 7 through 10 with the class.
Note any new ideas in the space provided below.)
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FROM PROCESS TO CONTENT:

Questions 7, 8, 9, and 10 are called process questions, which are designed to make you
aware of what your mind does as it reads and answers questions. Becoming aware of the
process your mind goes through to read and answer questions is an important part of
learning-how-to-learn and using these new thinking skills to perform better in the workplace.

Since the process questions are now out of the way, we can discuss the answers to the
questions asked in the memo that started this TASK. Please return to question 5 and
discuss your answers to the questions presented there.

DISCUSS YOUR IDEAS: (Discuss your answers to the questions posed in the memo with
the rest of the class. Be prepared to give the place within Code Orange that supports your
answers.)

DISCOVERING RELATIONSHIPS:

11.  List as many similarities as you can between the Code Orange section of the
Emergency Plans and Safety Policies Manual and the job description you previously
studied.

DISCUSS YOUR IDEAS: (Discuss as a class your thoughts about the relationship between
Code Orange section of the Emergency Plans and Safety Policies Manual and the job
description. Use the space below for your notes from the class discussion.)
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THINK BEFORE YOU READ:

1. Before reading the MSDS form, list the BEFORE-READING THINKING
STRATEGIES you will use to read this form.

2. List the DURING-READING THINKING STRATEGIES you will use to read the
MSDS form. .

DISCUSS YOUR IDEAS: (All members of the class should share their BEFORE- AND

DURING-READING THINKING STRATEGIES. Use the space below to write down any new
ideas that come out of the discussion.)

READ ACTIVELY AND FOR COMPREHENSION: Now find and read to yourself the
MSDS form you have chosen and answer the questions, reproduced below, in the space
provided. As you read the material and answer these questions, be aware of the DURING-
READING THINKING STRATEGIES you are using to monitor your understanding of the
material and your answers to the questions.

3. Now let’s answer the questions contained in the MEMO:

A. From the MSDS form for the product that you choose, what is the name and
address of the company that produces this product?
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B. From the MSDS form for the product that you choose, what is the telephone
number to call in the event you want more information?

C. From the MSDS form for the product that you choose, what would you do if that
product splashed into the eye of a co-worker?

D. From the MSDS form for the product that you choose, what would you do if that
product spilled all over the floor?

E. From the MSDS form for the product that you choose, what kind of fire
extinguisher would you use to put out a fire involving this product.

THINKING ABOUT READING AND THINKING: Before discussing your answers to the
MSDS questions, let's become aware of what you did as you read the material and answered the
questions. Answer the following questions as carefully and completely as you can so we can
have a lively discussion of the reading and thinking strategies that you used.

4. In question 1, you were asked to list the BEFORE-READING THINKING
STRATEGIES you would use to read the MSDS form. Did the strategies you picked to
read this form help you to understand the form? Support your answers by listing your
reasons for your answer.
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5. In question 2, you were asked to list the DURING-READING THINKING
STRATEGIES you would use while reading the MSDS form. Did the strategies that
you used while reading the document help you understand the form and answer the
questions that were asked? Support your answers by listing your reasons for your
answers. ‘

6. Did any new DURING-READING THINKING STRATEGIES come to mind as you
read this material and answered the questions? List some of your new ideas.

DISCUSS YOUR IDEAS: (Discuss as a class how your strategies actually worked. Use the
space below to write any new ideas from the class discussion.)

FROM PROCESS TO CONTENT:

Questions 4, 5, and 6 are the process questions to get you aware of what your mind does as it
reads material and answers questions. As stated before, this thinking process is an important
learning-to-learn skill that you can use at any time, not just the classroom.

Since the process questions are now out of the way, we can discuss the answers to the questions
asked in the memo that started this TASK. Please return to question 4 and discuss your answers
to the questions presented there.

DISCUSS YOUR IDEAS: (Discuss your answers to the questions posed in the memo with the

rest of the class. Be prepared to give the place within your MSDS form that supports your
answers.)
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PERFORMING WORK:
TASK # 08

READ ACTIVELY:

MEMO

TO: ALL EMPLOYEES
FROM: ENGINEERING
DATE: APRIL 10, 199_

RE: The Maintenanc¢e Request Form

Attached is the Maintenance Request Form WMC currently
uses and the explanation for its use. Please review the
form and read the explanation so that you will understand
its purpose and be able to fill one out properly.

Before looking in your LEARNER’S RESOURCE MANUAL for the Maintenance Request Form
and its explanation, THINK.

THINK BEFORE YOU READ:

1. State as clearly as possible the reasons that you will be reading the Maintenance Request
Form and its Explanation.

2. What do you already know about Maintenance Request Forms?

3. What DURING-READING THINKING STRATEGIES will you use as you read the
explanation and the Maintenance Request Form?
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DISCUSS YOUR IDEAS: (Before going on to the next part of this TASK, discuss your answers

and ideas to questions 1 through 3 with the class. Use the space below for your notes from the
class discussion.)

READ ACTIVELY: Now find and read the Maintenance Request Form and its explanation in
your LEARNER’S RESOURCE MANUAL and answer the questions below.

THINKING ABOUT READING AND THINKING:

4. Based on the Maintenance Request Form’s explanation, do you understand what each line

and block on the Maintenance Request Form is used for? Explain and support your
answer with specific details.

5. If you need more information about filling out this form. state the information you need
to know? Give the reasons for your conclusion that you need the information.

DISCUSS YOUR IDEAS: (Share your ideas on questions 4 and 5 with the class, before
continuing with the exercises.)

READ ACTIVELY: Next are examples of completed Maintenance Request Forms. Read each
of these, one at a time, and evaluate them for effectiveness. Be sure you give the reasons for
the decision you make about each form’s effectiveness.
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APPLYING READING SKILLS:
6. VIMCHESTER MEDICAL CENTER, INC,
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THINKING ABOUT PROCESS:

Before you discuss your responses to the situations in questions 6 through 9 as a class, think
about the thinking process you used to answer those questions by answering the following 2

questions.
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"THINKING ‘ABOUT READING AFTER FILLING OUT FORMS:

10.  Did your experience in evaluating written responses on the Maintenance Request Form
help you to better UNDERSTAND the blank form? Be prepared to support your ideas.

11.  Does your answer to question 10 above support the idea that the more you know about
a subject while you read, the better you will UNDERSTAND it? Give the reasons for
your answer.

DISCUSS YOUR IDEAS: (Share your ideas about previous knowledge and reading with the
class before continuing with the exercise.)

FROM PROCESS TO CONTENT: (Your facilitator will lead you in a class discussion of your
responses to questions 6 through 9. Use the space below for important points that come out of
the discussion.)
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BUILDING YOUR THINKING SKILLS:

12.  Did this TASK inspire you to add more items to your list of DURING-READING
THINKING STRATEGIES? List reasons to support the addition of new items.

DISCUSS YOUR IDEAS: (Share your ideas with the class.)
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PERFORMING WORK:
TASK # 09

BRAINSTORMING:

1. Your facilitator will guide you in a brainstorming session, the purpose of which is to
develop as many DURING-READING THINKING STRATEGIES AS POSSIBLE.

ANALYZING:

2. After the list has been developed, your facilitator will guide you in analyzing each entry
on the list. The analysis should determine (1) whether the entry should be included in
a final list, (2) suggestions for rewording if necessary, and (3) a short description of how
the strategy can be used. You should be able to support each decision in each of these
three categories. '

DISCOVERING RELATIONSHIPS:

3. Your facilitator will divide the class into groups. Each group is to take the list of
BEFORE-READING THINKING STRATEGIES compiled in TASK 05 and the list
of DURING-READING THINKING STRATEGIES compiled in answer to this
question and put them into a chart. Try to have the chart show the relationship, if any,
between the BEFORE- and DURING-READING STRATEGIES.
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DISCUSS YOUR IDEAS: (Each group will present its chart to the rest of the class, explaining

and support the relationships between BEFORE- and DURING-READING THINKING
STRATEGIES it discovered and how its chart shows those relationships.

DISCOVERING MORE RELATIONSHIPS:

4. Is there a relationship between the strategies you listed in the class’s DURING-
READING THINKING chart and the strategies you might use while you perform a

physical task like cleaning a roem, fixing a car, or preparing a meal. List the reasons for
your answer.

DISCUSS YOUR IDEAS: (Discuss as a class the connection. if any, between thinking during

reading and thinking during performing a physical task. Use the space below for noting any new
ideas from the class discussion.)
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PERFORMING WORK:
TASK # 10

READ ACTIVELY:

You have been concentrating on, among other things, BEFORE-READING and DURING-
READING THINKING STRATEGIES. In the next few TASKS, you will use your BEFORE-
READING and DURING-READING THINKING STRATEGIES, but will focus on

_ developing AFTER-READING THINKING STRATEGIES.

FINDING OUT WHAT WE ALREADY KNOW:

L. First of all, are there any AFTER-READING THINKING STRATEGIES at all? Isn’t
reading finished once you have prepared for reading and actually monitored your
reading?

2. Even if you decided there aren’t any AFTER-READING THINKING STRATEGIES,
list some of the things you can do after you have read to make sure you UNDERSTAND
the material, or followed the directions given in the reading material.

DISCUSS YOUR IDEAS: (Discuss as a class your ideas about any AFTER-READING
THINKING STRATEGIES that can be used.)
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READ ACTIVELY: The assignment is for you to read the material in the LEARNER’S
RESOURCE MANUAL entitled "Career Review & Development" together with the "Tuition
Reimbursement Supplement" and answer questions 3 through 7 below. The purpose for reading
this document is to give you more information on career development. Your facilitator will
divide the class into groups. Each group will perform the following:

(1) The group will discuss and list appropriate BEFORE-READING THINKING
STRATEGIES for the group members to use.

(2) The members of the group will read the material aloud but instead of doing
the questioning, clarifying, summarizing and predicting activities, the group will
use DURING-THINKING READING STRATEGIES to monitor the reading.

3) After the material has been read, determine the AFTER-READING
THINKING STRATEGIES you wili use and answer the questions below.

QUESTIONS:
3. What do you notice about the way the pages look? How is it visually or_ganized?
4. List the three factors that are considered by department heads/DPSs in recommending

merit pay increases.

5. Underline the sections of the "Career Review & Development” materials that explain the
difference between a transfer and a promotion.
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6. Can an employee make a request for his or her own promotion? Give the name of the
document and the document’s section that supports your answer. Be specific.

7. Explain WMC'’s college fees repayment plan for full-time employees.

THINKING ABOUT THE READING AND THINKING PROCESS:

Before discussing the answers to the above questions, let’s talk about each group’s use of the
BEFORE-, DURING-, and AFTER-READING THINKING STRATEGIES.

8. Each group will present to the rest of the class the BEFORE-, DURING-, and AFTER-

READING THINKING STRATEGIES it used and will evaluate how successful the
strategies were, giving specific examples when appropriate.

9. Did any other AFTER-READING THINKING STRATEGIES come to mind as you
discussed question 8?

FROM PROCESS TO CONTENT:

Your facilitator will lead you in a class discussion of your responses to questions 3 through 7.
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PERFORMING WORK:
TASK # 11

PRELIMINARY CONSIDERATIONS:

The major assignment in this TASK is to fill out the May, 199X, Housekeeping Supplies and
Inventory form based on the April's closing figures and May’s consumption and ordering
information. But as usual, a series of preliminary questions will be asked and a series of

preliminary activities will be completed before you fill out the form.

The first thing'to understand is that all the reading in the workplace is not just written reports
and memos. In addition to the written memos and reports, much information in the workplace
is conveyed by charts, graphs, and complex forms. The Housekeeping department generally has
a form to keep track of inventory and supplies and to help determine the amount of supplies to
order. Before reading such a form, let’s do some thinking.

TRANSFERRING YOUR THINKING SKILLS:

1. How do you think you might use the BEFORE- and DURING-READING THINKING
STRATEGIES you developed to read written material to help you "read” forms, charts,
and graphs?

DISCUSS YOUR IDEAS: (This question starts you thinking about the relationship of reading
written material and reading charts. Discuss as a class your ideas about this relationship. Use
the space below for your notes from the class discussion.)

READING ACTIVELY: Another preliminary activity you will do before completing the May.
199X report is to read. analyze, and comprehend the March and April, 199X, Inventory and
Supply forms. Your facilitator will divide the class into groups and  ch group will perform the
following tasks:
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(1) Find, in the LEARNER’S RESOURCE MANUAL, the Housekeeping Supplies and
Inventory forms for March and April, 199X.

(2) List the appropriate BEFORE- and DURING-READING THINKING
STRATEGIES you think appropriate and then use these strategies as the group "reads”
the March and April reports.

(3) After the material has been read, determine and use the appropriate AFTER-
READING THINKING STRATEGIES to answer the questions below.

QUESTIONS:

2.

What does "Max Par’ and 'Min Par’ mean and how do you think the figures in these
columns are determined?

3. What information from the columns of the March report were used to prepare the April
report and in which columns in the April report did the information go?

4. The figures for the "End Inventory" column in April is determined by a physical
inventory inspection. The figures in the amount purchased for the month come from the
purchasing department. What three columns in the April report were recalculated?

5. Explain how the three columns mentioned in your answer to question 4 above are
calculated on the April report?
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6. Does your group have any questions about the forms or how they are used?

THINKING ABOUT THE READING AND THINKING PROCESS:

" Before discussing the answers to the above questions, let’s talk about each group’s use of
BEFORE-, DURING-, and AFTER-READING THINKING STRATEGIES.

7. Each group will present to the rest of the class the BEFORE-, DURING-, and AFTER-
READING THINKING STRATEGIES it used and will evaluate how successful the
strategies were, giving specific examples when appropriate.

8. Did any other AFTER-READING THINKING STRATEGIES come to mind as you
discussed question 7?

FROM PROCESS TO CONTENT:

Your facilitator will lead you in a class discussion of yo:c responses to questions 2 through 6.
(Use the space below for notes you want to take from the discussion.)
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FILL OUT THE MAY REPORT:

You finally get a chance to complete the May, 199X form. Go back to your group and complete
the report using the blank form on the next page and the information given below. Each group
should develop some problem-solving strategies or a list of the steps the group will take to
complete this form. In other words, use your problem-solving skills and discuss as a group how
the group should attack the problem.

PURCHASED END INVENTORY
2045 Facial Tissue: White 08 cases 11 cases
2054 Toilet Tissue: White 11 cases 12 cases
2058 Toilet Tissue: Beige 02 cases 08 cases
3165 Hand Soap 75 cases 180 cases
5913 Waste Basket Liner: small 55 cases 49 cases
7059 Mop Heads 15 each 16 each
8517 Laundry Destainer 30 containers 27 containers
9100 Vacuum Cleaner Belt 04 each 09 each
. Project PRO’s Reading and Reasoning 17 4 Task 11, page 4




¢ adod ‘1] ¥spj Juuospay puv Supvay s,0Nd Ru.:L
STA
JAWNSNOD| LNIANI | HOIHd dvd JYd (agnns AYOL |TISYHD AdOL| LINN NOILdI¥DSHA WILI Jaoo
dNIYA| ONIANA LINN NIW XYW -NOD | -NIANI -d0d | - NIANT WALT
JOTYA aNd NIDId

X66T "AEW d/W XYOINIANI GNV SHI'TddNS ONIJAINASNO!




THINKING ABOUT PERFORMING:
9. What did you do to monitor your performance so that you followed your problem-solving

strategies and completed the assignment as accurately as possible? Be as detailed and
specific as possible.

DISCUSS YOUR IDEAS: (Use the space below to note ideas that come form the discussion.)

THINKING LIKE A FACILITATOR:

10.  Each group will have an opportunity to explain to the rest of the class how they
completed one of the items on the list, including where they got all their information, al}
the math, and all their final figures. Each member of the group should contribute to the
presentation.
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PERFORMING WORK:
TASK # 12

You have received the following memo:

MEMO

TO: Harriet
FROM: Lisa-
DATE: May 14, 199_

Alice, the assistant housekeeper, will be on maternity
leave starting June 1, 199 . You have been designated to
dispense cleanlng lngredlents for all room attendants
while Alice is on leave.

She will meet with you on May 21, 199 to show you
how to work with the following cleaning products:

SaniMaster III
Fiber Fresh
Wall Guide

Please be familiar with the MSDS reports on these
products prior to the meeting on May ZIst.

In this TASK, you will prepare for the May 21st meeting on these cleaning products by helping
your group prepare for and deliver-a presentation on the MSDS report for one of these cleaning
products. (Each group will be responsible for a different product.) The presentation should give
as much information from the MSDS form as possible about the safe use of the assigned
chemical solution.

But as usual, there are some matters to think about and discuss before actually doing the
issigned TASK.

LOCATING INFORMATION:

1. Where can you find MSDS reports in your particular departme:its?
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2. Where will you find the MSDS reports for these products in this class?

DISCUSS YOUR IDEAS: (Discuss these questions with the class. Use the space below for
notes from the class discussion.)

Since you have already had the opportunity to study MSDS reports in TASK 07, you will not
be specifically asked about the BEFORE- AND DURING-READING THINKING
STRATEGIES you intend to use. Refer back to TASK 07, questions 1, 2, 3, 4, and 5 for a
refresher on these STRATEGIES. Questions will be asked, however, on your choice and use
of AFTER-READING THINKING STRATEGIES.

3. What AFTER-READING THINKING STRATEGIES will you use to prepare for your
presentation and how will you use these STRATEGIES?

DISCUSS YOUR IDEAS: (Discuss this question with the class. Note in the space below any
new ideas that come from the discussion.)

. N . N
'
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PREPARE YOUR PRESENTATION:

Your facilitator will divide the class into groups and assign the product on which your group will
make its presentation. As each group prepares for its presentation, all group members should
be aware of the effectiveness of the AFTER-READING THINKING STRATEGIES that were

used. After each group has completed its preparation but before the actual presentation, it should
answer the following questions:

4. Explain in detail how you actually used AFTER-READING THINKING
STRATEGIES to complete your preparation for the presentation.

5. Evaluate whether these strategies were effective.

DISCUSS YOUR IDEAS: (Discuss the last .wo questions with the class. Note any new ideas
that came from the discussion in the space below.)

MAKE YOUR PRESENTATION:

Each group will now give its presentation on its assigned product.

EVALUATE THE PRESENTATIONS: After all the presentations are completed. the class will
evaluate each group's presentation as to the content only, not on presentation skills. In other

words, was sufficient information presented in an orderly manner so that everyone could
understand it?
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PERFORMING WORK:
TASK # 13

BRAINSTORMING:
w k"
1. Your facilitator éuide you in a brainstorming session, the purpose of which is to develop
as many AFTER-READING THINKING STRATEGIES as possible.

ANALYZING:

2. After the list has been developed, your facilitator will guide you in analyzing each entry
on the list. The analysis should determine (1) whether the entry should be included in
a final list, (2) suggestions for rewording if necessary, and (3) a short description of how
the strategy can be used. You should be able to support each decision in each of these
three categories.

DISCOVERING RELATIONSHIPS:

3. Your facilitator will divide the class into groups. Each group is to take the chart of
BEFORE- and DURING-READING THINKING STRATEGIES compiled in TASK
09 and the list of AFTER-READING THINKING STRATEGIES compiled in answer
to question 2 above and put them into a chart. Try to have the chart show the
relationship, if any, between the BEFORE-, DURING-, and AFTER-READING
THINKING STRATEGIES.

DISCUSS YOUR IDEAS: (Each group will present its chart to the rest of the class, explaining
and support the relationships between BEFORE-, DURING-, and AFTER-READING
THINKING STRATEGIES it discovered and how its chart shows those relationships.
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PERFORMING WORK:
TASK # 14

READ ACTIVELY:

So far in this course, we have concentrated on reading to help us perform work. In this exercise,
we will concentrate on the listening skills that will help us perform our work. The facilitator will

act as a person making a request and read to you various requests. But before we start, let’s
think. ‘

THINKING ABOUT LISTENING:

1. How does listening differ from reading?

2. What are the skills you learned in reading that can be used in a listening situation?
3. What are the skills used in reading that you cannot use in a listening situation?

4 List some new skills that are used only in listening.
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5. Collect here all the listening skills that you can think of.

DISCUSS YOUR IDEAS: (Discuss as a class your ideas about the five questions above. Note
any new ideas that arise in the discussion in the space provided below.)

LISTEN ACTIVELY:

Your facilitator will read to you, one at a time, some of the oral requests or instructions that are
made in various departments. For the first two activities, the facilitator will read a request or
instruction and then ask members of the class to orally (1) summarize what was said. (2)
respond to the person making the request, and (3) determine what to do to meet the request or
instruction. (The space provided is for notes you might want to take.)

6.
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For the next three activities. the facilitator will telephone to the classroom and relay a request
to a designated participant. The participant who takes the request will then convey that request
to the rest of the participants. All the participants will then write their summary, response. and
action plan in the space provided below.

8. Summarize the request:

What will you respond to the requestor?

What will you do?

9. Summarize the request:

What will you respond to the requestor?
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What will you do?

10.  Summarize the request:

What will you respond to the requestor?

What will you do?

DISCUSS YOUR IDEAS: (Now discuss your responses to questions 8 through 10 as a class.)
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THINKING ABOUT LISTENING AND SOLVING PROBLEMS:

11.  List some of the skills you used to listen to the requests.

12.  List some of the skills you used to respond to the people making requests.

13.  List some of the skills you used to solve the problems.

DISCUSS YOUR IDEAS: (Discuss your answers to the last three questions with the class and
develop three charts: (1) A Listening Skills Chart, (2) A Responding-to-Requests Skills Chart,
and (3) A Solving-Requests Chart.)

THINK LIKE A FACILITATOR:

14.  Develop at least one departmental request for presentation to the class, asking for the
class’ response and the action they propose to be taken.
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PERFORMING WORK:
TASK # 15

In this TASK. you will continue to transf=r the SKILLS and STRATEGIES ,'.‘L:
discovered tc help you read petter o help you to iisten and perform oe<<er,
in addition, you wili use some of “hose same skills to heip you to iearn petter.

LISTENING, WATCHING, DOING, READING, AND LEARNING:

The situation in this TASK is learning how 0 zafely and =ffectively operate
a fire extinguisher. Ycu will see a slide show on the subject. see a
demonstration, read the instructions. and cperate a fire extinguisher. And.
a3 a:ways, ycu wi.i. THINK abcut ard EVALUATE your experience.

LISTENING AND WATCHING:

. The Rouss Fire Company wili 302w a alide sacw of the proper operation
of a flrc- ext 1r°“.1 sher. L

isten car e*:J».-j and take notes that will assis
xtingaisaer safely and effectively.

Z. The Rouss Fire Company will demona“ra
Watch carefully and take notes that wi
extinguisher safely and effec-ively.

:t_‘ the :3e 2f a fire extinguisher.
L N . . N .

2A. Note any differences ':erweén wnat you hearsy Jur.ns= the s.iye 2
what you noticedwhi.e watoling Tns zemoinatraticrn about the spers
f the fire axtinguisner.
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DOING:

.(_IJ

After <the cpportunity you had to actually operate <the I[i
axtinguisher. write, in your —wn words. the steps you used to dp=ra
the fire extingiisher. These st=2ps shou.d be based cn your person
experience w.th tre operaticn of the extinguisher.

2 C * }
7ed while watening =ne demcnstr--icn. and what ycu .earned
: 23 ' eri « =<he cwveration cf 2 fire

4. Read the instructicns for fire 2xtinguisher Zzer
in your Learnmer’s Resource Manual.

tv

e affe-tivenesscl trewritien dperatins insTructicr 2.

- = el
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. .7

1 hesrd curing the a2lide show. wnat Ve
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LEARNING:

5. Based on your personai =xperience with liatening, wa“ching, doing. and
reading. about cperating a fire extinguisher. what was <he mos*
effective way £or you tc .earn now <O use the fire =xtinguisher?
Support your conciuasicn with the specific facts.

6. When you are presented with a learning situation in which Jjust one
trainingmethsd(lecturs. demcnstration, r=~ing, or performing) is used.
what can you deo to get the mcst from the l-'. irning situation?
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PERFORMING WORK:
TASK # 16

READ ACTIVELY:

This activity is the first in a series that explores reading, thinking, and problem-solving from
a different perspective. Up to this point, you have participated in activities that helped you
develop your individual reading, thinking and problem-solving skills to help you perform your
own work better. These next activities will help you to use these skills to suggest changes to

the workplace material itself so that your work area and/or department can work more efficiently
and cooperatively.

Reading, and thinking, and problem solving from this new point of view is called HIGH-
PERFORMANCE THINKING. As used in this course, the term HIGH PERFORMANCE
in the workplace means a system of management which allows all employees to take more
responsibility for their work and encourages employees to make suggestions for changing work

routines so that the whole organization provides the highest quality service as efficiently as
possible.

So a HIGH-PERFORMANCE employee not only tries to improve his or her individual

performance according to the systems already in place, but also looks at the system itself to
suggest changes and modifications.

This TASK and the next explore some preliminary steps to HIGH-PERFORMANCE
THINKING. This TASK helps you make the connection between reading skills and
performance skills; TASK 17 starts you thinking about your work from an organization-wide
perspective.

BRAINSTORMING CONNECTIONS:

1. This TASK will explore the relationship between the class's BEFORE-, DURING-, and

AFTER-READING THINKING STRATEGIES chart developed in TASK 13 and the

* strategies you might use while you perform a physical task like cleaning a room. fixing

a car, or preparing a meal. Using the BEFORE-, DURING-, AND AFTER-READING

THINKING STRATEGIES you developed in the chart for TASK 13, your facilitator

will conduct a brainstorming session in which you and your classmates will explore ways

in which those READING STRATEGIES can be used as BEFORE-, DURING-, AND
AFTER-PERFORMANCE THINKING STRATEGIES.
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Don’t forget, we are not talking about HIGH PERFORMANCE yet.- This exercise is
asking whether you can use the reading strategies you have developed previously to help
you perform your individual work better. This activity is similar to TASK 14 where you
were asked to make connections between reading and listening skills and to TASK 15
where you explored the connections between listening, watching, doing, reading and
learning. The purpose of this brain-storming session is to develop as many ideas possible
-- don’t overlook the fact that you should work for quantity of ideas at this point. Use
the space below to write down the complete list of the possible reading-to-performance
connections.”

ANALYZING AND ORGANIZING CONNECTIONS:

2.

Your facilitator will divide you into three groups. One group is only responsible for
BEFORE-PERFORMANCE THINKING STRATEGIES, another only responsible for
DURING-PERFORMANCE THINKING STRATEGIES, and the third group only
responsible for AFTER-PERFORMANCE THINKING STRATEGIES. Each group
is to review and analyze the brainstormed list of reading-to-performance connections
from question 1, above, and determine which are applicabie to its assigned strategy.

Using the applicable portions of the brainstormed list as a starting point, each group will
(1) discuss whether to add to, modify, and/or delete any performance strategies and (2)
develop as complete a chart as possible for the BEFORE-, DURING-, or AFTER-
PERFORMANCE THINKING STRATEGIES the group was assigned. All members
of the group should be able to support each of the performance strategies chosen and be
able to explain how the performance strategy works.
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PRESENT YGUR IDEAS: Each group will present its chart of the assigned strategies to the
rest of the class; explain why they choose the PERFORMANCE THINKING STRATEGIES
that they did, and explain how each of the strategies would work in practice. Note your
reactions to the presentations in the space provided below.

3. Your facilitator will lead you in a class activity in which the whole class develops one
big chart that incorporates the three individual BEFORE-, DURING-, AND AFTER
PERFORMANCE THINKING STRATEGIES charts. This over-all performance chart
should also try to show the relationships between the BEFORE-, DURING-, AND
AFTER PERFORMANCE THINKING STRATEGIES, similar to what exercise
developed in question 3, in TASK 13.

Project PRO’s Reading and Reasoning
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PERFORMING WORK:
TASK # 17

As indicated in the introduction to the previous TASK, this activity is another preliminary
exercise that will prepare you for HIGH-PERFORMANCE THINKING. Here the emphasis
will be on gaining a company-wide perspective {or you an an individual and for the department
in which you work.-

BRAINSTORMING:

Your facilitator will divide the class into groups which contain all participants from the same
department. The participants who don’t have others from the same department in the class will
work alone initially.

1. Each group (including the "groups" of one!) will brainstorm all the functions the
department performs. Don't forget, work for quantity of ideas! You will have the
opportunity to analyze and organize the functions later.

DEVELOPING A DEPARTMENTAL FUNCTION CHART:

2. Each group will now analyze the brainstormed list of functions its department performs
and organize them first into a hierarchy (major function and the individual tasks that
make up the major functions) and then into a visual representation that shows the
connections and relationships among the organized functions and tasks. Be creative in
developing your visual representation!
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DISCUSS YOUR CREATIONS: Each group (or individual) will present their visual
representation to the rest of the class and will be prepared to explain and discuss not only the
chart but also the work of the department. Note below what you learned about a department
other than your own from the class discussion.

DEVELOPING AN ORGANIZATICNAL FUNCTION CHART:

3. Now all of the groups will come together and devise a way to place the individual
department charts together to form a chart of the whole organization. You are also
required to include in your organizational chart those departments that are not represented
by participants in the class. Again, be creative in developing your visual representation
of the whole organization!

4. Bring into the next class meeting some reading material you encounter on the job that
" presents a particular challenge and has not been read so far in this course.
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PERFORMING WORK:
TASK # 18

READ ACTIVELY:

Up to this point, the focus of the TASKS in this course has been to improve your individual
READING and PERFORMANCE skills, to do you best work within the system itself. Now the
focus of this and the following TASKS will be to have you analyze the procedures and the
system themselves to improve the whole organization. You will be asked to reread and analyze
some the material in the LEARNER’S RESOURCE MANUAL for the purpose of making
suggestions for improvement. This analysis of work to improve the entire organization is called
HIGH-PERFORMANCE THINKING.

So let’s do some HIGH-PERFORMANCE THINKING! But don’t forget that an important part
of HIGH-PERFORMANCE THINKING is that the explanations and reasons for your
suggestions are as important as the suggestions themselves. All the work you have done up to

this point to support answers with explanations has beer training you to be HIGH-
PERFORMANCE THINKERS.

HIGH-PERFORMANCE THINKING STRATEGIES:

1. In the TASKS that follow this one, you will be asked to evaluate the reading material (all
of which you have previously read) from the point of view of how the directions or
forms can be improved to supply better information to the person using them. In small
groups, list some of the HIGH-PERFORMANCE strategies that you will use to perform
this kind of thinking.

DISCUSS YOUR IDEAS: Discuss your HIGH-PERFORMANCE THINKING STRATEGIES

with the rest of the class. Write down in the space below the list of HIGH-PERFORMANCE
THINKING STRATEGIES the class comes up with.
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READ ACTIVELY:

Your facilitator will divide the class into groups. Find in your LEARNER’S RESOURCE
MANUAL the Maintenance Request Form and the directions. Each group should review the
form and directions for the purpose of suggesting HIGH PERFORMANCE changes or
modifications to the form using your HIGH-PERFORMANCE THINKING STRATEGIES
you developed above. Then answer the following questions:

2. In your work group, list zll the changes and modifications you would make to the form.
State the reasons for each of the proposed changes.

CHANGE/MODIFICATION REASON

DISCUSS YOUR CHANGES: Each group should present its suggested changes or
modifications to the class, the proposed new form, and the reasons for the changes. List the
changes everyone agrees upon in the space below.
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. JOB DESCRIPTION

JOB TITLE: FLOOR CREW ____ DEPARTMENT: _ENVIRONMENTAL SERVICES _
Reports To: _DIRECTOR, EVENING MANAGER, SUPERVISOR

( /s job ducription is besad on an eveluation of the position at the time this description wes written. This job
description will change from time to tise s tasks, orgenization and technology changs. Accordingly, the esployer reserves
the unliaited right to revise all or any part of this job description and the essantial functions of the job and to add or
csliafrate essantial functions of any position. Desigration ef any jeb duty ez an “essential function® {s not intended as an
ssaurance er guarantee that an employee has arwy right to perferm the particular jab duty, except ss required by the esployer,

QUALIPICATIONS: (Physical Requirements Attached)
1) Previous floor crev experience preferred. :
2) Must be comfortable working in all areas of the bhospital.
3) Must be able to work weekends and holidays.
4) Must be able to work on a large team.

TEMPERAMENT :

Kust be able to maintain a positiva attitude under pressure and
stress.

Performance Rating
b 2 3 4
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Responsibility Area and Perfomance Standards

20% C.A.R.E
sCourtesy - Consisteatly courteous to visitors, patients
and fellow employees whather speaking directly or by
telephone. Routxnolgonnticipa o8 the needs of others and
seeks osportunitiol be courteous.
sAttitude - Manner of dressing, body language and verbal
tone consistently communicates a positive, professional
and friendly image. Generally inspires confidence. 1Is
always receptive to coastructive feedback and coaching.
*Respect =~ Consisteantly demonstrates respect for self,
the work being done the needs and feelings of
patients and iellow workers. Always respects the rights
and dignity of others.
*Enthusiasm -~ Frequently seeks opportunities to make
positive comments and encourage others. Encourages
sitive morale and eathusiasa among the WMC employee
ean.

EFFECTIVE REVISION REVIEW DATE:
DATE: 15 Kay 92 DATE: _ JDPORM

<) ZISTCOPY AVAILABLE
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Job Title: _FLOOR CREW

' Performance Rating
(r/ 1 2 3 4
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Responsibility Area and Perfonmance Standards

Q:md:.nsnco

inspections.
~Wwill maintain at least an average rating on all guest
interviews.

~The area of responsibility is a socurce of pride to the
( employee and staff.

-The housekeeper will complete all duties in his/her
assigned area on a daily basis.

-Employee damonstrates good time management.

15% | CARPET CARE -

~Will vacuum all carpeted areas in his/her assigned area on
a daily basis. :

-Will damp buff all carpeted areas in his/her asaigned area
on a monthly basis.

-Will demonstrate the proper procedures for preventive,
corrective, and salvage operations on carpets.

~Will demonstrate the proper use, care, and maintenance of
all equipment used to perform carpet care procedures.

1S% CONTROL
-Will demonstrate the proper performance of all procedures
used on a daily basis to complete assigned duties.
-Will maintain an 85% quality rating on all room and area

C . - ~ 211
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Job Title: _FLOOR CREW

Performance Rating

LY

7

-Employee is fully cross-trained to perform any duty under
a housekeeper‘s responsibility as defined in the cleaning
procedures.
-Employee is trained at least once a year in the following
‘r.";) Hazardous materials

B) Right-to-know

C) Infection control/Universal precautions

D) Electrical/Equipment safety

E) 1Isolation procedures

F) Fire safety/Disaster drills

G) Body mechanics

-~Employee will complete retraining every six months.

-Employee can demonstrats proper use of all perscnal
protective equipment. .
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1Ss AC OOR
~Employee will dry mop and wet all hard surface floors,
including stairwells on a daily basis.
-Employee will buff/burnish all hard surface floors in
his/her arza on a weekly basis.
~Employee will demonstrate the proper use, care, and
maintenance of all equipment used to perform hard surface
floor care procedures.
N ~Employee will demonstrate the proper use, applications,
and dilution rates of all cleaning products used to perform
hard surface floor care procedures.
10% | TRAINING

h ;}(\
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Job Title: _FLOOR CREW '
Performance Rating
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15% INFECTION CONTROL

~Eamployee follows universal precautions during all cleaning
procedures. :

~Employee can demonstrate the proper procedure to be
followed when handling sharps and their disposal.

~Employee can demonstrate the proper procedure used in
handling sciled/infectious linen.

\

-Employee can demonstrate the proper procedure used in
‘- handling solid/infectious waste and the’'r disposal.

-Employee can demonstrate the proper use of all personal
protective equipment and their applicaticns.

5% | MOVING AND STORAGE

~Employee can properly identify all the procedures
pertaining to the moving of offices and furniture, bed
storage, and Windy Hill items.

5% | DISASTER CLEAN-UP
-Employee follows proper universa2l precautions.

~Employee wears proper personal protective equipment during
all flood/disaster clean-ups.

~Employee can demonstrate the proper procedures and
equipment used in disaster control and clean-up.

PERFORMS OTHER RELEVANT DUTIES AS REQUIRED.
COMPLETES REQUIRED INSERVICE TRAINING ON SCHEEDULE.

\.\' | 2ii3
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JOB DESCRIPTION

Reports To: _DIRECTOR, EVENING MANAGER., SUPERVISOR

JOB TITLE:_HOUSEKEEPER DEPARTMENT: _FENVIRONMENTAL SERVICES

is job dascription {s based on an evalustion of the positien at the time this description uss written. This job
description will change from tim: to time as tasks, organization and technology change. Accordingly, the employer reserves
the unlisited right to revise all or any part of this job description and the essantisl functions of the job and to add or
elinirate essentiasl fuxctions of any pogsition. Designation of any job duty as an "essentisl function® iz not intended as an
sssurance o gmrantee that an esployes has anwy right to perforw the particular job duty, excapt as required by the employer.

QUALIPICATIONS: (Physical Requirements Attached)

preferred.
2) Must be able to work weekends and holidays.
3) Must be able to work as part of large teanm.

1) Previous housekeeping experience in an institutional setting

4) Must be comfortable working in large areas of a hospital.

TEMPERAMENT:

stress.

Must be able to maintain a positive attitude under pressure and

(

M e TpanIay

Responsibility Area and Perfonmance Standards

Perforaance Rating

3

2

3 4
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20* COAOROB
sCourtesy -~ Consistently courteous to visitors, patients
and fellow employees whether 82.lking directly or by
telephone. Rout;nollcanticipa es the needs of others and
seeks ogportunitxos be courteous.
*Attitude - Manner of dressing, body langquage and verbal
tone consistently communicates a positive, professional
and friendly image. Generally inspires confidence. 1Is
always receptive to constructive feedback aud coaching.
*Respect = ( nsxstontls demonstrates respect for self,
the work bcxng done and the needs and feelings of
patients and Iellow workers. Always respects the rights
and dignity of others.
sEnthusiasa - Prequently seeks opgortuniti.s to make
positive comments and encourage others. Encourages
sitive morale and enthusiasa among the WMC employee
ean.

EFFECTIVE REVISION REVIEW DATE:
DATE: 15 May 92 DATE:

A
24
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Job Title: _HOUSEXEEPER

Performance Rating

1 2 3
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15% co oL

-The housekeeper will demonstrate the proper performance of
all cleaning procedures.

-The housekeeper will demonstrate the proper use and
application of all cleaning products.

~The housekeeper will maintain an 85% quality rating on all
room and area inspections.

-The area of responsibility is a source of pride to the
employee and staff.

-The housekeeper will maintzin at least an average rating
on all guest interviews.

-The housekeeper will complete all duties in his/her
assigned area during a scheduled shift.

-Employee demonstrates good time management.

15%

PATIENT ROOM CLEANING

-Completes the proper method of cleaning in all patient
rooms on a daily basis.

-Completes the cleaning of all TLC’s, galleys, soiled
holding, clean holding, and equipment rooms on a daily
basis.

-Properly completes the cleaning of a patient room in 25
minutes or less.

-Properly completes the cleaning of a discharge room in <0
minutes or less.

~Completes all detail work such as window cleaning, vents,
ledges, and doors on a weekly basis.

~Demonstrates the proper procedure for linen removal and
transport.

~Demonstrates the proper procedure for waste removal and

transport. .
i s
42vu
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Job Title: _PBOUSEKEEPER
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Responsibility Area and Perfonmance Standards
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3

Performance Rating
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15%

CLINICAL AREA CLEANING

~Demonstrates the proper cleaning procedures for each
individual clinical area.

~Completes the cleaning of all assigned departments on a
daily basis.

~Properly completes the cleaning of all offices, ancillary
and public areas on a daily basis.

<

y o
14

15%

(o) DGE

~Employee can demonstrate the proper use, application, and
dilution rate of all cleaning products.

-Emplcyee can demonstrate the proper use and care of all
cleaning equipment. ) :

~Employee can explain the proper procedures of.all methods
of cleaning and all applicable systems.

-Employee can explain the proper procedures to be followed
during a fire drill or any other disaster.

-Employee is fully cross-trained to perform any duty under

a housekeeper‘s responsibility as defined in the cleaning
procedures.

-Employee is trained at least once a year in the following
areas:

A) Hazardous materials

B) Right-to-~know

C) Infection control/Universa) precautions

D) Electrical/Equipment saiety

E) 1Isolation procedures

F) Fire safety/Disaster drills

G) Body mechanics

2T
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Job Title: _HOUSEKEEPER
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20% INFECTION CONTROL
-Employee follows universal precautions during all cleaning
procedures.
-Employee can demonstrate the proper procedure to be
followed during all isolation cleaning.
~Employee can demonstrate the proper procedure used in
sharps removal.
-Employee can demonstrate the proper procedures to be
! followaed when handling infectious linen.
~Employee can demonstrate the proper procedure to the
: collection, bagging, handling, and disposal of infectious
s waste.
-Employee can demonstrate the proper use of all personal
protective equipment and their applications.
PERFORMS OTHER RELEVANT DUTIES AS REQUIRED.
COMPLETES REQUIRED INSERVICE TRAINING ON SCHEDULE. .
2117 l
: 5 .
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JOB DESCRIPTION

JOB TITLE:Tray Service Aide DEPARTMENT: Nutrition Services
Reports To: _Food Service Supervisor

( This job deecription is based on an evaluation of the position at the time this description was written. Thise
job descriptiom will change from time to time as tasks, organization and technology changs. Accordingly, the
employsr rsserves the unlimited right to reviee all or any part of this job description and the essential
functions of the job and to add or eliminate eseential functions of any position. Designation of any job duty
as an "essential function® is not intended as an assurance Or guarantee that an employee has any right to
perform ths particular job duty, except as requirwd by the employer.

QUALIFICATIONS: (Physical Requirements Attached)
High School diploma or equivalent preferred.
Ability to follow oral and written instructions and
established procedures.
on the job training.

TEMPERAMENT: This job requires a person who is a team player and who has
cooperative personality, exhibits a positive attitude and communicates
ffectively with all levels of staff and patients.

Performance Rating
1 2 3 4
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Responsibility Area and Performance Standards
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See C.A.R.E
-Courtesy - Consistently courteousg to visitors, patients
pPg. and fellow employees whether speaking directly or b
5 telephone. Rout ncll anticipates the needs of others and
seeks ogportunxtiel o be courteous.
‘Attitude - Manner of dressing, body language and verbal
tone consistently communicates a positive, professional
and friendly image. Generally inspires confidence. 1Is
always receptive to constructive feedback and coaching.
‘Respect - Consistently demonstrates respect for self,
the work bexng done and the needs and feelings of
patients and fellow workers. Always respects the rights
and dignity of others. .
+Enthusiasa ~ Frequently seeks opportunities to make
positive comments and encourage others. Encourages
sitive morale and enthusiasm among the WMC employee
eam.

( EFFECTIVE REVISION REVIEW DATE:
\_ DATE: 5-15-92 DATE: 5-15-92 - ' JDFORM

’ 2118
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Job Title: Tray Service Ajide
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1.) PERFORMS TRAYLINE AND LATE TRAY DUTIES MAINTAINING
ESTABLISHED DEPARTMENT POLICIES AS ASSIGNED.

A.) Consistently understands and follows instructions
and assignments to perform any trayline position.

B.) Maintains accurate and current records on a daily
basis (late tray records, tube feeding, food temperatures,
4 floor supply records).

C.) Follows menu for regular and modified diets to
assemble trays neatly and accurately (portion control).

D.) Consistently wears hair covering, gloves, clean
uniform and practices personal hygiene.

E.) Consistently leaves work area clean and neat.

F.) Operates equipment necessary to perform duties as
assigned.

G.) Consigtently follows established procedures for
"late trays".

2.) PERFORMS TRAY PICK UP DUTIES AS ASSIGNED.

A.) Picks up trays in a timely manner.

B.) Always knocks on the patients door before entering.

C.) Consistently observes NPO signs and follcws
appropriate procedures.

D.) Follows infection control procedures for tray
delivery.

B.) Follows established procedures for bringing back
patient menus as appropriate.

PF.) Always greets and responds to the patient in
pleasant/kind manner.

G.) Consistently parks serving carts with regard to
safety quidelines.

3.) PERFORMS DISHROOM DUTIES AS ASSIGNED.

A.) When assigned, performs any of the tasks involved
in dishwashing/cleaning operations in a timely manner
according to department procedures.

B.) Follows procedures for sorting, pre-rinsing all
utensils appropriately.

C.) Operates equipment necessary to perform duties as
assigned.

D.) Collect, process and dispose of trash, canas,
bottles, and gimilar debris and transport to disposal area
as needed.

E.) Consistently leaves work area clean and neat.

F.) Periodically monitors temperature gauges and checks
soaps and solutions used as needed and takes temperatures
during meal periods.

- Uﬂiiiif
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Job Title: Tray Service Aide

Performance Rating
. 1 2 3 4
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Responsibility Area and Perfarmance Standards

4.) PERFORMS NON-ROUTINE SANITATION AND CLEANING DUTIES AS
ASSIGNED.

A.) Performs cleaning assignments thoroughly as
assigned.

B.) Checks off assignments completed on list and return
to supervisor.

5.) PERFORM DUTIES IN COMPLIANCE WITH SAFETY, SANITATION
AND INFECTION CONTROL.

A.) Adheres to established procedures regarding safety,
_ sanitation and infection control while performing assigned

duties daily. .

( B.) Follows safety rules consistently.

C.) Knows and can state correct fire safety (code red)
procedures.

D.) Keeps work area clean, neat and organized daily.

E.) Practices good personal hygiene and wears
appropriate uniform daily.

6.) PERFORMS POTS AND PANS AND CLEANING DUTIES AS ASSIGNED.

A.) Consistently scrapes, scours, Trinses posts and
pans, utensils or equipment.

B.) Washes pots and pans thoroughly leaving no signs of
grease, food, or other residue.

C.) Performs assigned cleaning duties as needed.

D.) Consistently leaves work area clean and neat.

E.) Removes and disposes of trash as needed.

PERFORMS 10-2-HS NOURISHMENT TUBE FEEDING DUTIES AS
ASSIGNED.

A.) Consistently follow established procedures to
prepare and deliver appropriate between meal nourishments
and/or tube feedings as assigned or needed.

B.) Maintain clean sanitary equipment, utensils, and
work area daily.

C.) Keep accurate records of tube feeding usage daily.

D.) Communicate patient comments with Dietitian as
appropriate.

E.) Keep supervisor informed of work progress.

PERFORMS SUPPLY AIDE DUTIES AS ASSIGNED.

) IR GNB 4R O SN G D o D S W G AR A A B O

4 A.) Stocks each galley with supplies as ordered daily
(Y according to established routine.
B.) Records accurately amount of supplies taken to the
floors.
Q .’ .
: Performs Other Duties As Required .
ERIC 3 1 210
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Job Title: Tray Service Ajide

Performance Rating
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COMPLETES REQUIRED INSERVICES ON SCHEDULE
\ .
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TRAY SERVICE AIDE PERCENTAGES
Is°Ajde Nrsh, Ajde Supply Aide Pote & Pans
l 1. C.A.R.E. 10% 10% 10% 5%
2. Trayline/Late Tray Duties 20% 15% 20%
I 3. Tray Pick-up From Floors 20% S 10%
4. Dishroon 20% 5%
' Pots/Pané/Cleaning/Trash 5% 75%
Disposal
S. Sanitation/Cleaning 10% 1 5% ’ 10%
(non-routine)
6. Safety, Sanitation, 15% 5% 5% 10%
Infection Control
(routine)
7. 10/2/8HS Nrsh./TF 55%
l 8. Supply Aide 50%
] —_
] )
4
1 C o
n A\
21e
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PHYSICAL JO8S REQUIKEMENTS

Job Title: 71-.14/ :’ v X r‘~3<z/ Departmmmt //u.-" PR AP '
Please check and/or complets the appropriate physical requiremsnts required to perforwm this jecb.

Vision l
Must be gble to visually identify and discern printed words on either typewritten pages or comsputer screen
Must be able to identify and differentiate colors.

Must have depth perception within normal ranges. l
Hearing

Must be able to respond to spoken words and ether auditory sounds including the ringing of telephone or
beepers and monitors. l
Must be able to respond and commmicate orally by telephone.

Lifting l
Must be able to bend, reach and lift patients with assistance to transport thea to stretchers/vheslchairs.

Heavy lifting required (over pounds occasionally and pounds repetitively from ground level to
shoulder height).

Must be able to push and maneuver carts/stretchers/space s7ver loaded with weights of ﬁ_fpound:. '

Tools and Equjpment

Must be able to maneuver l
(wveight) {tool, describe) (length of time in shift)

Must be able to handle power tools for % of an 8 hour shift.
Must be able to use, operate and interpret information from equipment in work area. l

Speech
Must be able to verbally communicate in the English language directly and over the telephone aad be under:r

Range of Motjon .
Must be able to climb (ladders and such) and be able to reach and balance from the ladders.

Must be able to kneel or squat for 70%-80% of an 8 hour shift. '
Must be able to walk continually for 2-3 hours.
Must be able to stand for hours straight.
Must have mobility of all parts of the body, walking, bending, lifting, reaching above head and use of ha.]_
Speed, ability to work at a fast pace: » ’

(activity) —{(measured requirement) (machinery or equipisent used)
Must have manual dexterity, fine motor skills (typing, computer, etc.) l
Working Conditions

May be required to work near or with voltages (up to 480 volts AC).

May have to work in hot {over 90 degrees F) or cold (under 20 degrees F) environment. l
Must be able to work under stress.

May vork in areas where noise level exceeds db.

Must be able to work overtime (and some employees work rotation or call schedules). '
Must be able to work a rotating shift.

Must be able to work ‘on call."
Some tasks may require sitting for X of the work day.
Must be able to deal with verbally and physically combative patients. l

Must be able to stand and/or mobilize by walking for /20 % of an 8 hour shift.

Must be able to work out of doors in varying types of weatber.

Must be able to utilize or wear protective equipment or apparel in accordance with OSHA standards and vorA'
within confined spaces.

Mental Capacjty
Must have pental capacity to fulfill the requiresents of the job including problem solving, logic, ccuuml
and numerical calculations.

Must be able to read and understand vritten instructions in English.

Accurate recall and memsory. i page | l
Must bDe able to use judgment in making decisions and choices. 2 N 3 : poge [
Ability to analyze mmbers and sake basic mathematical caiculations.




JOB DESCRIPTION

JOB TITLE:_PAINTER DEPARTMENT: _ENGINEERING
Reports To: _CARPENTRY / PAINTING SUPERVISOR

This job description is based on an evaluation of the position at the time this description was written. This
job description will change from time to time as tasks, organization and techmology charge. Accordingly, the
employer reserves the urlimited right to revise all or any part of this job description and the essential
functions of the job and to add or eliminate essential functions of any position. Designation of any job duty
as an "essential function® is not intended as an assurance or guarantee that an employee has any right to
perform the particular job duty, except as required by the employer. :

QUALIFICATIONS: (Physical Requirements Attached)
Shall have a high school diploma, or G.E.D. Shall have experience in
the construction or remodeling field. Shall be knowledgeable of
building integrity and the use of same in maintaining the hospital
setting. Must be able to read and understand applicable codes, State
requirements, NFPA, JCAHO, and OSHA regulations as related to the
health care facility.

TEMPERAMENT:
Must have a pleasant personality even when dealing with stressful

situations. Must be able to work well with all co-workers and the
general public.

Performance Rating

1 2 3 4
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Responsibility Area and Performance Standards
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20% C.A.R.E
-Courtesy -~ Consistently courteous to visitors, patients
and fellow smployees whether lgoaking directly or by
telephone. Rout nolg anticipates the needs of others and
seeks opportunities to be courteous.
+Attitude ~ Manner of dressing, body language and verbal
tone consistently communicates a positive, professional
and friendly image. Generally inspires contidence. 1Is
always receptive to constructive feedback and coaching.
‘Respect - Consistently demonstrates respect for self,
the work being done and the needs and feelings of
patients and fellow workers. Always respects the rights
and dignity of others.
‘Enthusiasm - Frequently seeks opgortunitio- to make
positive comments and encourage others. Encourages
sitive morale and enthusiasm among the WMC employee
eam.

EFFECTIVE REVISION REVIEW DATE:
DATE: 15 May 92 DATE: JDFORM
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Job Title: _PAINTER
Performance Rating
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FUNCTION:

PERFORMS A VARIETY OF DUTIES IN AND AROUND THE MEDICAL
CENTER COMPLEX. PREPARES ROOMS/AREAS FOR PAINTING OR WALL
PAPER. COMPLETES PAINTING/WALL PAPERING TASKS IN A TIMELY
HANNER SO AS NOT TO HAVE PATIENT ROOMS OUT OF SERVICE FOR
EXTENDED PERIODS OF TIME. MAY ASSIST WITH THE INSTALLATION
OR MAINTENANCE BUILDING SUBSYSTEMS.

JOB RELATED INFECTION RISK:

AS THE PRIMARY RESPONSIBILITY OF THIS JOB ENTAILS
WORKING IN AREAS WHERE INFECTIOUS MATERIALS ARE PRESENT,
THE CHANCES OF THIS EMPLOYEE EXPERIENCING OCCUPATIONAL

EXPOSURE TO BLOOD AND OTHER POTENTIALLY INFECTIOUS MATERIAL
IS POSSIBLE.
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Job Title: _PAINTER
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S0% | PREPARES ROOMS/AREAS FOR PAINTING OR WALL PAPER. COMPLETES
PAINTING/WALL PAPERING TASKS IN TIMELY MANNER SO AS NOT TO
HAVE PATIENT ROOMS OUT OF SERVICE FOR EXTENDED PERIODS OF

TIME. REFINISHES WOOD WORK AS NEEDED WHERE NEEDED.

A) Has a working knowledge of procedures, techniques,
materials, and equipment used in the maintenance and repair
of rooms/areas/buildings.

prevention when working with mechanical equipment.

C) Has the ability to read blueprints and schematics. Has
the ability to follow directions.

D) Completes preventive maintenance tasks as assigned on
time. Maintains preventive maintenance records. Has the
ability to use available service manuals to perform
preventive maintenance tasks.

E) Repairs or assists in the repair or replacement of wood
trim, wall paper, damaged drywall, etc. Paints
rooms/areas/buildings and/or areas on the grounds as needed
to maintain the desired appearance of the medical center.

F) Performs related duties and assists other trades with
their work.

G) Completes work orders and calls satisfactorily with
less than a 1% call back rate.

H) Maintains a neat and orderly work area with proper
storage of tools and equipment. Is held accountable for
medical center issued tools. Orders parts, completing all
necessary paperwork.

I) Adheres to medical policies/procedures with special
attention to smoking, timekeeping, breaks, and dress code
policies.

' B) Has a working knowledge of hazards and accident
|
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Job Title: _PAINTER
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Responsibility Area and Performance Standards A sel s
20% | TRAINING IS AN IMPORTANT FUNCTION OF ANY JOB CATEGORY, AND
TO PROGRESS UP THE DEPARTMENTAL ADVANCEMENT LADDER. SOME
TRAINING IS ALSO A REQUIREMENT OF VARIOUS REGULATORY
AGENCIES. THEREFORE, TO MEET THE STANDARD OF THIS JOB
DESCRIPTION THE EMPLOYEE MUST:
A) Attend nine (9) department meetings per year. Of these
nine meetings the following meetings are required:
1) Annual Fire Inservice
2) Annual Infectious Waste Training
3) Annual Hearing Inservice and annual hearing
evaluation
4) Annual Lockout/Tagout Training
S) Annual Back Inaefgzco
6) Annual Spill Prevention Training
B) Continued on the job training and training obtained at
local educational facilities are encouraged. Use of the
medical center continuing education program is approved for
job related skill enhancement.
10% HANDLES EMERGENCY CALLS AS NEED ARISES.

A) Responds to emergency calls from other departments,
utilizing good judgment in cocrdinating repairs with person
in charge of other departments. Will strive to courteocusly
complete 1l tasks given, keeping in mind the objectives of
this department.

B) Utilizes good judgment when dealing with stressful
situations involving patients, public, and other hospital
perscnnel.

C) May be subject to emergency calls during off hours.

PERFORMS OTHER RELEVANT DUTIES AS REQUIRED.
COMPLETES REQUIRED INSERVICE TRAINING ON SCHEDULE.
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PHYSICAL JOB REQUIREMENTS
Job Title: Painter Departmmnt _8064
Please check and/or complets the appropriate physical requiremsnts required to perform this job.

Vision

Must be able to visually identify and discern printed words on either typewritten pages or computer screen.
Must be able to identify and differentiate colors.

Must have depth perception within normal ranges.

Hearjing

Must be able to respond to spoken words and other auditory sounds including the ringing of telephone or
beepers and monitors.

Must be able to respond and communicate orally by telephone.

Lifting

Must be able to bend, reach and lift patients with assistance to transport them to stretchers/wheelchairs,
Heavy lifting required (over 50 pounds occasionally and 50 pounds repetitively from ground level to
shoulder height).

Must be able to push and maneuver carts/stretchers/space saver loaded with weights of ﬂ pounds.

Tools and Equipment
Must be able to maneuver

(weight) (tool, describe) (length of time in shift)
Must be able to handle power tools for 20 % of an 8 hour shift.
Must be able to use, operate and interpret information from equipment in work area.

Speech
Must be able to verbally communicate in the English language directly and over the telephone and be understood.

Range of Motion
Must be able to climb (ladders and such) and be able to reach and balance from the ladders.

Must be able to kneel or squat for 70%-80% of an 8 hour shift.

Must be able to walk continually for 2-3 hours.

Must be able to stand for 8 ..ours straight.

Must have mobility of all parts of the body, walking, bending, lifting, reaching above head and use of hands.

Speed, ability to work at a fast pace: ’ > .
(activity) (measured requirement) (machinery or equipment used)

Must have manual dexterity, fine motor skills (typing, computer, etc.)

Working Conditions

May be required to work near or with voltages (up to 480 volts AC).

May have to work in hot (over 90 degrees F) or cold (under 20 degrees F) environment.
Must be able to work under stress.

May work in areas where noise level exceeds 85 db.

Must be able to work overtime (and some employees work rotation or call schedules).
Must be able to work a rotating shift.

Must be ahle to work "on call."

Some tasks may require sitting for 40 % of the work day.

Must be able to deal with verbally and physically combative patients.

Must be able to stand and/or mobilize by walking for X of an 8 hour shift.
Must be able to work out of doors in varying types of weather.

Must be able to utilize or wear protective equipment or apparel in accordance with OSHA standards and work
within confined spaces.

Menta] Capacity

Must have mental capacity to fulfill the requirements of the job including problea solving, logic, communication
and numerical calculations.

Must be able to read and understand written instructions in English.

Accurate recall and sesory.

Must be able to use judgment in making decisions and choices. 218

Adbility to analyze mumbers and make basic mathematical calculations.
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X1. The Standard
CGenerel Industry

Part 1910 of title 29 of the Code of
Federal Regulations is amended as
follows:

PART 1910—{ AMENDED|
Subpart Z—~{Amended)

1. The general authority citation for
subpart Z of 29 CFR part 1910 continues
to reud as follows and a new citation for
§ 1910.1030 is added:

Authority: Secs. 8 and 8 Occupational
Safety and Health Act. 29 U.S.C. 655, 857.
Secretary of Labor's Orders Nos. 12-71 {38 FR
8754). 8-78 (41 FR 25059). or 9-83 { 48 FR
35738). as applicable: and 29 CFR part 1911,

Section 1910.1030 also 1ssued under 29
LL.S.C 653.

2. Section 1910.1030 is added to read
as follows:

§ 1910.1030 Bloocdbome Pasthogena.

(4) Scope and Application. This
scction applies to all occupational
exposure to blood or other potentially
infectious materials as defined by
paragraph (b) of this section.

(b) Definitions. For purposes of this
section. the following shall apply:

Assistant Secretary meuns the
Assistant Secretary of Labor for
Occupalional Safety and Health. or
designated representative.

Blood means human blood, human
blood cumpunents: and products made
from human blood.

Bloodborne Pathogens means
pathogenic microorganisms that are
present in human blood and can cause
disease in humans. These pathogens
include. but are not limited to. hepatitis
B virus (HBV) and human
immunodeficiency virus (HIV).

Clinical Laboratory means a
workplace where diagnostic or other
scCreening procedures uce performed on
blood or other potentislly infectious
materials.

Countaminated means the presence or
the reasorably aaticipated presence of
tlood or other potentially infectious
niaterials un 80 item or surfuce.

Contaminated Laundry means
laundry which has been soiled with
blood or other potentially infectious
materials or may contain sharps.

Contaminated Sharps means any
contaminated object that can penetrate
the skin including, but not limited to.
needles. scalpels. broken glass. broken
capillary tubes. and exposed ends of
dental wires.

Descontamination means the use of
physical or chemical means to remove,

inactivate. or destroy bloodborne
pathogens on & surface or item to the
point where they are no longer capable
of transmitting infectious particles and
the surface or item is rendered safe for
handling. use. or disposal.

Director means the Director of the
National Institute for Qccupational
Safety and Health, U.S. Deparmment of
Health and Human Services. or
designated representative.

Engineering Controls means controls
(e.g.. sharps disposal containers. seif-
sheathing needles) that isolate or
remove the bloodborne pathogens
hazard from the workplace.

Exposure [ncident means a specific
eye. mouth. other mucous membrarte.
non-intact skin, or parenterat contact
with blood or other potentially
infectious matenals that results from the
performance of an employee's duties.

Fandwashing Facilities means a
facility providing an adequate supply of
running potable water. soap and single
use towels ~= hot air drying machines.

Licensed Healthcore Professional is &
person whase legally permitted scope of
practice allows him or her to
independently perform the activities
required by paragraph {f) Hepatitis B
Vaccination and Post-exposure
Evaluation and Follow-up.

HBYV means hepatitis B virus.

HIV means human immunodeficiency
virus,

Occupational Exposure means
reasonably anticipated skin. eye.
mucous membrane, or parenteral
contact with blood or other potentially
infectious materials that may result from
the performance. of an employee’s
duties. . -

Other Potenticlly Infectious Materials
means

{1) The following human body fluids:
semen. vaginal secretions. cerebrospinal
fluid. synovial fluid, pleural fluid.
pericardial fluid. peritoneal fluid.
amniotic fluid. saliva in dental
procedures. any body fluid that is
visibly contaminated with blood. and all
body fluids in situations where it is
difficult or impossible to differentiate
between body fluids:

(2) Any unfixed tissue or organ {cther
than intact skin) from a human (living or
dead): and

(3) HIV.containing cell or hissue
cultures. organ cultures. and HIV-or
HBV-containung culture medium or other
solutions: and blood. organs. or other
tissues from experimental amumals
infected with HIV or HBV.

Parenteral means pieccing mmucous
membranes or the skin barrier through
such events as needlesticks. human
bites, cuts. and abrasions.

Project PRO’s Reading and Reasoning: Learner’s Resource Manual
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Personal Protective Equipment is
specialized clothing or equipment worn
by an employee for protection against
hazard. General work clothes (e.g..
uruforms. pants. shirts ot blouses} not
intended to function as protection
against a hazard are not considered to
be personal protective equipment.

Production Facility means a facility
engaged in industrial-scale. large-
volume or high concentration production
of HIV or HBV.

Regulated Waste means liquid or
semi-liquid blood or other potentially
infectious materials: contaminated items
that would release blood or other
potentially infectious materials in a
liquid or semi-liquid state if compressed?
itemns that are caked with dried blood or
other potentially infectious materials
and are capable of releasing these
materials during handling: contaminate
sharps: and pathological and
microbiological wastes containing bluo
or other potentiaily infectious materials

Research Laboratory means a
laboratory producing or using research-
labaratory-scale amounts of HIV or
HBYV. Research laboratories may
produce high concentrations of HIV or
HBYV but nct in the volume found in
production facilities.

Source Individua! means any
individual, living or dead. whose blood
or other potentially infectious matenals
may be a source of occupational
exposure to the employee. Examples l

o b e ae’ on® eom

include, but are not limited to. hospital
and clinic patients: clients in institutions
for the developmentally disabled:
trauma victims; clients of drug and
alcohol treatment facilities: residents of l
hospices and nursing homes: human
remains: and individuals who donate or
sell blood or blood components.

Sterilize means the use of a physical
or chemical procedure to destroy all
microbial life including highly resistant
bacterial endospores.

Universal Precautions is an approach
to infection control. According to the
concept of Universal Precautions. all
human blood and certain human body
fluids are treated as if known to be
infectious for HIV. HBV. and other '
bloodborre pathogens.

Work Practice Controls means
controls that reduce the likelihood of
exposure by altering the manner in I
which a task is performed (e.g..
prohibiting recapping of needles by a
two-handed technique).

(e} Exposure contro/—(1) Exposure '
Control Plan. (i) Each employer having
an employee(s) with occupational
exposure as defined by paragraph (b} of
this section shall establish a written
Exposure Control Plan designed to
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eliminate or minimize employee
exposure.

(ii) The Exposure Control Plan shall
contdin at least the following elements:

(A) The exposure determination
required by paragraph(c)(2).

(B) The schedule and method of
implementation for paragraphs (d).
Methods of Compliance. (e) HIV and
HBV Rasearch Laboratories and

. Production Facilities. {f) Hepatitis B

Vaccination and Post-Exposure
Evaluation and Follow-up. (g)
Communication of Hazards to
Emplovees. and (h) Racordkeeping. of
this standard. and

(C) The procedure for the evaluation
of circumstances surrounding exposure
incidents as required by paragraph
(D(3)(i) of this standard.

(ili) Each employer shall ensure that a
copy of the Exposure Control Plan is
accessible to employees in accordance
with 29 CFR 1910.20{e}.

(iv) The Exposure Control Plan shall
be reviewed and updated at least
annually and whenever necessary to
reflect new or modified tasks and
procedures which affect occupational
exposure and to reflect new or revised
employee positions with occupational
exposure,

{v} The Exposure Control Plan shall
be made available to the Assistant
Secretary and the Director upon request
for examination and copying.

(2) Exposure determination. (i) Each
employer who has an employee(s) with
occupational exposure as defined by
paragraph (b) of this section shall
prepare an exposute determination. This
exposure determination shall contain
the following:

(A) Alist of all job classifications in
which all employees in those job
classifications have occupational
exposure;

(B) A list of job classifications in
which some employces have
occupational exposure. and

(C) A list of all tasks and procedures
or groups of closely related task and
procedures in which occupational
exposure occurs and that are performed
by employees in job classifications
listed in accordance with the provisions

o

®

®

(2) Engineering and work practice
controls. (i) Engineering and work
practice controls shall be used to
eliminate or minimize employee
exposure. Where occupational exposure
remains after institution of these
controls. personal protective equipment
shall also be used.

(ii) Engineering controls shall be
examined and maintained or replaced
on a regular schedule to ensure their
effectiveness.

(iii) Employers shall provide
handwashing facilities which are readily
accessible to employees.

{iv) When provision of handwashing
facilities is not feasible. the employer
shall provide either an appropriate
antiseptic hand cleanser in conjunction
with clean cloth/paper towels or
antiseptic towelettes. When antiseptic
hand cleansers or towelettas are used.,
hands shall be washed with soap and
running water as soon as feasible.

{v) Employers shall ensure that
employees wash their hands
immediately or as soon as feasible after
removal of gloves or other personal
protective equipment.

{vi) Employers shall ensure that
employees wash hands and any other
skin with soap and water, or flush
mucous membranes with water
immediately or as soon as feasible
following contact of such body areas
with blood or other potentially
infectious materials.

(vii) Contaminated needles and other
contaminated sharps shall not be bent.
recapped. or removed except as noted in
paragraphs (d)(2)(vii)(A) and
(d){2)(vii)(B) below. Shearing or
breaking of contaminated needles is
prohibited. .

@® (A) Contaminated needles and other

contaminated sharps shall not be
recapped or removed unless the
employer can demonstrate thai no
alternative is feasible or that such
action is required by a specific medical
procedure.

{B) Such recapping or needle removal
must be accomplished through the use of
a mechanical device or a one-handed
technique.

of paragraph (c)(2)(i)(B) of this standard. (viii} Immediately or as soon as

(ii) This exposure determination shall
be made without regard to the use of
personal protective equipment.

(d) Methods of compliance—{1)
Gener8l—Universal precautions shall be
observed lo prevent contact with blood
or other potentially infectious materials.
Under circumstances in which
differentiation between body fluid types

is difficult or impossible. all body fluids ]

shall be considered potentially
infectious materials.

possible after use. contaminated
reusable sharps shall be placed in
appropriate containers until properly
reprocessed. These containers shall be:

(A) Puncture resistant:

(B) Labeled or color-coded in
accordance with this standard:

(C) Leakproof on the sides and
bottom: and

(D) In accordance with the
requirements set forth in paragraph
(d)(4)(1i)(E) for reusable sharps.
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(ix) Eating, drinking. smoking
applying cosmetics or lip balm. and
handling contact lenses are prohibited in
work areas where there is & reasonable
likelihood of occupational expesure.

(x) Food and drink shall not be kept in
refrigerators, {reezers, shelves, cabinets
or on countertops or benchtops where
blood or other potentially infectious
materials are present.

(xi) All procedures involving bload or
other potentially infectious materials
shall be performed in such a manner as
to minimize splashing, spraying,
spattering. and generation of droplets of
these substances.

(xii) Mouth pipetting/suctioning of
blood or other potentially infectious
materials is prohibited.

(xiii) Specimens of blood or other
potentially infectious materials shall be
placed in a container which prevents
leakage during collection. handling,
processing, storage. transport, or
shipping.

(A) The container for storage,
transport, or shipping shall be labeled or
color-coded according to paragraph
{g)(1)(i) and closed prior to being stored.
transported, or shipped. When a facility
utilizes Universa} Precautions in the
handling of all specimens, the labeling/
color-coding of specimens is not
necessary provided containers are
recognizable as containing specimens.
This exemption only applies while such
specimens/containers remain within the
facility. Labeling or color-coding in
accordance with paragraph (g)(1}(i) is
required when such specimens/
containers leave the facility.

(B) If outside contamination of the
primary container occurs, the primary
container shall be.placed within a
second container which prevents
leakage during handling. processing,
storage, transport. or shipping and is
labeled or color-coded according to the
requirements of this standard.

(C) If the specimen could puncture the
primary container. the primary container
shall be placed within a secondary
container which is puncture-resistant in
addition to the above characteristics.

@ (xiv) Equipment which may bacome

contaminated with blood or other
potentially infectious materials skall be
examined prior to servicing or shipping
and shall be decontaminated as
necessary. unless the employer can
demonstrate that decontamination of
such equipment or portions of such
equipment is not feasible,

{A) A readily observable label in
accordance with paragraph (g}(1)(i)(H)
shall be attached to the equipment
stating which portions remain
contaminated.

page Al
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(B) The employer shall ensure that

materiais. the garment(s) shall be
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droplets of blood or other patentially

this information is conveyed to all
affected employees. the servicing

representative. and/or the manufacturer,

as appropriate. prior to handling.
servicing. ar shipping so that
appropriate precautions will be taken.

@ (3) Personal protective-equipment—{i)
Provision. When there is occupational
exposure. the employer shall provide. at
no cost to the employee. appropriate

removed immediately or as soon as
feasible.

{vii} All personal protective
equipment shall be removed prior to
leaving the work area.

(viii) When personal protective
equipment is removed it shall be placed
in an appropriately designated area or
container for storage. washing.
decontamination or disposal.

personal protective equipment suchas. @& (ix) Gloves. Gloves shall be worn

but not limited to. gloves. gowns,
laboratory coats. face shields or masks
and eve protection, and mouthpieces.
resuscitation bags. pocket masks. or
other ventilation devices. Personal
protective equipment will be considesed
“appropriate” only if it does not permit
blood or other potentially infectious
materials to pass through to or reach the
enployee's work clothes. street clothes.
undergarments. skin. eyes. mouth. or
other mucous membranes under normal
conditions of use and for the duration of
time which the protective equipment
will be used.

(it} Use. The employer shall ensure
that the employee uses appropriate
pessonal prutective equipment unless
the employer shows that the employee
temporarily and briefly declined to use

_personal protective equipment when.
under rare and extraordinary
circumstances, it was the employee's
professional judgment that in the
specific instance its use would have
prevented the delivery of health care or
public safety services or would have
posed an increased hazard to the safety
of the worker or co-worker. When the
emplioyee makes this judgement, the
circumstances shall be investigated and
documented in order to determine
whether changes can be instituted to
prevent such occurences in the future.

@ [(iii) Accessibility. The emplayer shall
ensure that appropriate personal
protective equipment in the appropriate
sizes is readily accessible at the
worksite or is issued to employees.
Hypoallergenic gloves. glove liners.
powderless gloves, or other similar
aiternatives shall be readily accessible
to those employees who are allergic to
the gloves normaily provided.

(iv) Cleaning, Laundering, and
Disposal. The employer shall clean,
launder. and dispose of personal
protective equipment required by
paragraphs (d) and {e) of this standard.
at no cost to the employee.

(v) Repair and Replacement. The
employer shall repair or replace
personal protective equipment as
needed to maintain its effectiveness, at
no cost to the employee.

(vi) If a garment(s) is penétrated by
blood or other potentially infectious
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when it can be reasonably anticipated
that the employee may have hand
contact with blood. other potentially
infectious materials. mucous
membranes, and non-intact skin: when
performing vascular access procedures
except as specified in paragraph
(d){3)(ix)(D): and when handling or
touching contaminated items or
surfaces.

(A) Disposab!le (single use) gloves
such as surgical or examination gloves.
shall be replaced as soon as practical
when contaminated or as scon as
feasible if they are tomn. punctured. or
when their ability to function as a
barrier is compromised.

{B) Disposable (single use) gioves
shail not be washed o decontaminated
for re-use.

(C) Utility gloves may be
deccntaminated for re-use if the
integrity of the glove is not
compromised. However. they mus:t be
discarded if they are cracked. peeiing.
torn. punctured. or exhibit other signs of
deterioration or when their ability to
function as a barrier is compromised.

(D) If an employer in a volunteer
blood donation center judges that
routine gloving for all phlebotomies is
not necessary then the employer shail:

(1) Periodically reevaluate this policy:

(2) Make gloves available to ail
employees who wish to use them for
phiebotomy:

(3) Not discourage the use of glaves
for phlebotomy: and

(#) Require that gloves be used for
phlebotomy in the following
circumstances:

(/) When the employee has cuts.
scratches. or other breaks in his or her
skin:

(/7) When the employee judges that
hand contamination with blood may
occur. for example. when performing
phlebotomy on an uncooperative source
individual; and

(/1) When the employee is receiving
training in phlebotomy.

(x) Masks, Eye Protection. and Fice
Shields. Masks in combination with eye
protection devices. such as goggles or
glasses with solid'side shields. or chin-
length face shields. shall be wom
whenever splashes. spray. spatter. or

<21

infectious materials may be generated
and eye. nose. or mouth contamination
can be reasonably anticipated. l
{xi) Gowns. Aprons. and Other
Protective Body Clothing. Appropriate
protective clothing such as. but not
limited to. gowns. aprons. lab coats,
clinic jackets. or similar ouler garment
shall be wom in occupational exposure
situations. The type and characteristics
will depend upon the task and degree ol

@

exposure anticipated.

{xii) Surgical caps or hoods and/or
shoe covers or boots shali be worn in
instances when gross contamination cal

®

reasonably be anticipated {e.g..
autopsies. orthopaedic surgery).

(%) Housekeeping. (i) General.
Employers shall ensure that the worksit
is maintained in a clean and sanitary
condition. The empioyer shall determin
and implement an appropriate written
schedule for cleaning and method of
decontamination based upon the
location within the facility. type of
surface to be cleaned. type of soil
present. and tasks or procedures being
performed in the area.

(ii) All equipment and environmental
and working surfaces shall be cleaned .
and decontaminated after contact with
blood or other potentially infectious
materials. R

(A) Contaminated work surfaces shall
be decontaminated with an appropriate
disinfectant after completion of
procedures: immediately or as soon as
feasible when surfaces are overtly
contaminated or after any spill of blood
or other potentially infectious materials:
and at the end of the work shift if the
surface may have become contaminated
since the last cleaning.

(B) Protective coverings. such as
plastic wrap. aluminum foil, or
imperviously-backed absorbent paper
used to cover equipment and
environmental surfaces, shall be
removed and replaced as soon as
feasible when they become overtly
contaminated or at the end of the
workshuft if they may have become
contaminated during the shift.

(C) All bins. pails. cans. and similur
receptacles intended for reuse which
have 4 reasonable likelihood for
becoming contaminated with blood or
other potentially infectious materials
shall be inspected and decontaminated
on a regularly scheduled basis and
cleaned and decontaminated
immediately or as soon as feasible upon

visible contamination.

@ (D) Broken glassware which may be
contaminated shall not be picked up

®

®

®

directly with the hands. It shall be
cleaned up using mechanical meuns.
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such as a brush and dust pan. tongs. or
forceps.

{E) Reusable sharps that are
contaminated with blood or other
potentially infectious materiais shall not
be stored or processed in & manner that
requires employees to reach by hand
into the containers where these sharps
have been placed.

{iii) Regulated Waste.

(A) Contaminated Sharps Discarding
and Containment. (1} Contaminated
sharps shall be discarded immediately
or as soon as feasible in containers that

are:

{4) Closable;

(/7) Puncture cesistant: .

(é’il) Leakproof on sides and bottom;
an

(rv} Labeled or color-coded in
accordance with paragraph (g!{1}{i) of
this standard.

(2) During use. containers for
contaminated sharps sha!l be:

(/) Easily accessibie to personnel and
located as close as is feas:ble to the
immediate area where sharps are used
of can be reasonably anticipated to be
found (e.g.. laundries};

(i) Maintained upright throughout use;

and

{1i7) Replaced routinely and not be
allowed to overfill.

{3) When moving containers of
contaminated sharos from the asea of
use. the containers shall be;

(1} Closed immediately prior to
removal or replacement to prevent
spillage or protrusion of contents during
handling. storage. transport. or shipping;

(i1} Placed in a secondary container if
leakage is possible. The second
container shall be:

{A) Closable;

(8) Constructed to contain all contents
and prevent leakage during handling,
storage. transport. or shipping: and

{C) Labeled or color-coded according
to paragraph (g)(1){i) of this standard.

(4) Reusabie containers shall not be
opened. emptied. or cleaned manually or
in any other manner which would
expose employees to the risk of
percutaneous injury.

(B) Other Regulated Waste
Containment.(?) Regulated waste shall
be placed in containers which are:

{1} Closable:

(/) Constructed to contain all contents
and prevent leakage of fluids during
handling, storage. transport or shipping;

(/i) Labeied or color-coded in
accordance with paragraph (g)(1)(i) this
standard: and

(v} Closed priar to removal to prevent
spillage or protrusion of contents during
handling. storage. transport. or shipping.

{2) If outside contamination of the
regulated waste container occurs. it

shall be placed in a second container.
The second container shall be:

(?) Closable;

(i) Constructed to contain sll contents
and prevent leakage of fluids during
handling. storage. transport or shipping:

{if7) Labeled or color-coded in
accordance with paragraph (g}{1)(i] of
this standard; and

{iv} Closed prior to removal to prevent
spillage or protrusion of contents during
handling. storage. transport. or shipping.

{C) Disposatl of all regulated waste
shall be in accordance with applicable
reguiations of the United States, States
and Territories. and political
subdivisions of States and Territories.

(iv) Laundry.

@© (A) Contaminated laundry shall be

handled as little as possible with a
mimmum of agitation. (1) Contaminated
lzundry shall be bagged or containerized
at the location where it was used and
shall not be sorted or rinsed in the
location of use.

(2} Contamirated laundry shall be
placed and transported in bags or
containers [abeled or color-coded in
accordance with paragraph (g){1}ti} of
this standard. When a facility utilizes
Universal Precautions in the handling of
all soiled iaundry. aiternative labeling or
color-coding is sufficient if it permiis all
employees o recognize the zontainers
as requiring compliance with Universal
Precautions.

(3) Whenever contaminated laundry is
wet and presents a reasonable
likelihood of soak-through of or leakage
from the bag or container, the laundry
shall be placed and transported in bags
or containers which prevent soak-
through and/or leakage of fluids to the
exterior.

(B} The employer shall ensure that
employees who have contact with
contaminated laundry wear protective
gloves and other appropriate personal
protective equipment.

(C) When a facility ships
contaminated laundry off-site to a
second facility which does not utilize
Universal Precautions in the handling of
alt laundry, the facility gensrating the
contaminated laundry must place such
laundry in bags or containers which are
labeled or coior-coded in accordance
with paragraph (g){1)(i).

(e} H1V and HBV Research
Laboratories and Production Fucilities.
(1) This paragraph applies to research
laboratories and production facillties
engaged in the culture. production.
concentration, experimentation, and
manipulation of HIV and HBV. It does
not apply to clinical or diagnostic
laboratories engaged solely in the
analysis of blood. tissues, or organs.
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‘These requirements apply in addition to
the other requirements of the standard.

(2) Research laboratories and
production facilities shall meet the
following criteria:

(i) Standard microbiological practices.
All regulated waste shal! either be
incinerated or decontaminated by a
method such as autoclaving known to
effectively destroy bloodborne
pathogens.

(ii) Special practices.

{A} Laboratory doors shall be kept
closed when work involving HIV or
HBV is in progress.

(B) Contaminated materials that are to
be decontaminated at a site away from
the work area shall be placedina
durable. leakproof. labeled or color-
coded container that is closed before
being removed from the work area.

(C) Access to the work area shall be
limited to authorized persons. Written
policies and procedures shall be
established whereby only persons who
have been advised of the potential
bichazard. who meet any specific entry
requirements. and who comply with 3ll
entry and exit procedures shall be
allowed to enter the work areas und
animal rooms.

(D) When other potentially infectious
materials or infected animals are
present in the work area or containment
module. a hazard waming sign
incosporating the universal biohazard
svmbol shall be posted on all access
doors. The hazard warning sign shall
comply with paragraph (g}(1)(ii) of this
standard.

(E) All activities involving other
potentially infectious materials shall be
conducted in biological safety cabinets
or other physical-containment devices
within the containment module, No
waork with these other potentially
infectious materials shall be conducted
on the open bench.

(F) Luboratory coals. gowns. smocks.
uniforms. or other appropriste protective
clothing shall be used in the work area
and enimal rooms. Protective clothing
shall not be worn outside of the work
area and shull be decontaminated
before being laundered.

{G) Special care shail be taken to
avoud skin contact with other potentially
infectious materials. Gloves shall be
worn when handling infected animals
#nd when making hand contact with
other potentiaily infectious matenals is
unavoidable.

{H) Before disposal all waste from
work arcus and from animal rooms shall
either be incinerated or decontaminated
by a method such as autoclaving known
to effectively destroy bloodbormne
pathogens.
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(B) Made available to the employeei

(I} Vacuum lines shall be protected
with liquid disinfectant raps and high-
efficiency particulate air (HEPA) filters
or filters of equivalent or superior
efficiency and which are checked
routinely and maintained or replaced as
necessary.

{J) Hypodermic needies and syringes
shall be used only far parenteral
injection and aspiration of fluids from
laboratory animals and diaphragm
bottles, Only needle-locking syringes or
disposable syringe-needle units (i.e.. the
needle is integral to the syringe) shall be
used for the injection or aspiration of
other potentially infectious materials.

* Extreme caution shall be used when
handling needles and syringes. A needle
shall not be bent, sheared. replaced in
the sheath or guard. or removed from the
syringe following use. The needle and
syringe shall be promptly placed in a
puncture-resistant container and
autoclaved or decontaminated before
reuse or disposal.

®@ (K] All spills shall be immediately
contained and cleaned up by
appropriate professional staff or others
properly trained and equipped to work
with potentially concentrated infecticus
materials.

(L) A spill or accident that results in
an exposure incident shall be
immediately reported to the laboratory
director or other responsible person.

(M) A biosafety manual shall be
prepared or adopted and periodicaily
reviewed and updated at least annually
or more often if necessary. Personnel
shall be advised of potential hazards.
shall be required to read instructions on
practices and procedures. and shall be
required to follow them.

(iii) Containment equipment. (A)
Certified biological safety cabinets
(Class L 11 or III) or other appropriate
combinations of personal protection or
physical containment devices, such as
special protective ciothing. respirators,
centrifuge safety cups. sealed centrifuge
rotors. and containment caging for
animals, shall be used for all activities
with other potentially infectious
materiais that pose a threat of exposure
to droplets. splashes, spills. or aerosols.

(B) Biological safety cabinets shall be
certified when installed. whenever they
are moved and at least annually.

(31 HIV and HBYV research
laboratories shall meet the following
critera:

(1] Each laboratory shall contain a
facility for hand washing and an eye
wash facility which is readily available
within the work area.

{ii} An autoclave for decontamination
of regulated waste shail be available.

(3LHIV and HBV productisn facilities
shull meet the following criteria: .

@

@

(i) The work areas shall be separated
from areas that are open to unrestricted
traific flow withia the building. Passage
through two sets of doors shall be the
basic requirement for entry into the
work area from access corridors or other
contiguous areas. Physical separation af
the high-containment work area from
access corridors or other areas or
activities may also be provided by a
double-doored clothes-change room
(showers may be included). airlock. or
other access facility that requires
passing through two sets of doors before
entering the work area.

(ii) The surfaces of doors. walls. floors @9 [(2) Hepatitis B Vaccination. (i)

and ceilings in the work area shall be
water resistant so that they can be
easily cleaned. Penetrations in these

" surfaces shall be sealed or capable of

being sealed to facilitate
decontamination.

(iii) Each work area shall contain a
sink for washing hands and a readily
available eye wash facility. The sink
shall be foot. elbow. or automatically
operated and shall be located near the
exit door of the work area.

(iv) Access doors to the work area or
containment module shall be self-
closing.

(v) An autoclave for decontamination
of regulated waste shall be available
within or as near as possible to the work
area.

(vi) A ducted exhaust-air ventilation
system shall be provided. This system
shall create directional airflow that
draws air into the work area through the
entry area. The exhaust air shall not be
recirculated to any other area of the
building, shall be discharged to the
outside, and shall be dispersed away
from occupied areas and air intakes.
The proper diraction of the airflow shail
be verified (i.e.. into the work area).

(5) Training Raquirements. Additional
training requirements for employees in
HIV and HBV research laboratories and
HIV and HBV production facilities are
specified in paragraph (g)(2)(ix).

(f) Hepatitis B vaccination and post
exposure evaluation and follow-up—{(1)
General, (i) The employer shall make
available the hepatitis B vaccine and
vaccination series to all employees who
have occupational exposure. and post-
exposure evaluation and follow-up to all
employees who have had an exposure
incident,

{ii) The employer shall ensure that all
medical evaluatians and procedures
including the hepatitis B vaccine and
vaccination series and post-exposure
evaluation and follow-up. including
prophylaxis, are: °

(A] Made available at no cost to the
employee;
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a reasonable time and place:

(C) Performed by or under the
supervision of a licensed physician or l
by or under the supervision of another
licensed healthcare professional: and

(D) Provided according to
recommendations of the U.S. Public
Health Service current at the time thes
evaluations and procedures take place,
except as specified by this paragraph (f),

{iii) The employer shall ensure that a
laboratory tests are conducted by an
accredited laboratory at no cost to the
employee,
received the training required in
paragraph (g)(2)(vii}(I) and within 10
working days of inilial assignment to all
employees who have occupational
exposure unless the employee has
previously received the complete
hepatitis B vaccination series. antibodyl
testing has revealed that the employee
immune. or the vaccine is
contraindicated for medical reasons.

(ii} The employer shall not make
participation in a prescreening program
a prerequisite for receiving hepatitis B
vaccination.

(iii) If the employee initiaily declines
hepatitis B vaccination but at a later
date while still covered under the
standard decides to accept the
vaccination, the employer shall make
available hepatitis B vaccination at tha
time. ]

(iv) The employer shall assure that
employees who decline to accept

hepatitis B vaccination offered by the
employer sign the statement in appendix
A

Hepatitis B vaccination shall be made
available after the employee has

1

{v) If a routine booster dose(s) of
hepatitis B vaccine is recommended by
the U.S. Public Health Service ata
future date, such booster dose{s) shall
be made available in accordance with
section (f)(1)(ii}.

(3) Post-exposure Evaluation and
Follow-up. Following a report of an
exposure incident. the employer shall
make immediately available to the
exposed employee a confidential
medical evaluation and follow-up.
including at least the following
elements:

(i) Documentation of the route(s) of
exposure. and the circumstances under
which the exposure incident occurred:

(ii) Identification and documentation
of the source individual. unless the
emplover can establish that
identification is infeasible or prohibited
by state or local law:

{A) The source individual's blood
shall be tested as soon as feasible and
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after consent is abtained in order to
determine HBV and HIV infectivity. If
consent is not obtained. the employer
shall establish that legally required
consent cannot be obtained. When the
source individual's consent is not
required by law, tha source individual's
blood. if available. shail be tested and
the results documented.

(B} When the source individual is
already known ta be infected with HBV
or HIV. testing for the saurce
individual's known HBV or HIV status
need not be repeated.

(C) Results of the source individuyal's
testing snall he made available to the
exposed employee. and the employee
shall be informed of applicabie laws and
regulations concerning disclosure of the
identity and infectious status of the
source individual.

(iii} Collection and testing of blood for
HBV and HIV serological status;

(A) The exposed employee's blaod
shall be coliected as soon as feasible
and tested after consent is obtained.

(B) If the employee consents to
baseline blood collection. but does not
give consent at that time for HIV
serologic testing, the sample shall be
preserved for at least 90 days. If, within
90 days of the exposure incident, the
employee elects to have the baseline
sainple tested. such testing shall be done
as susn as feasible.

{iv) Post-exposure prophylaxis, when
medicaily indicated, as recommended
by the U.S. Public Health Service:

(v) Counseling; and

(vi} Evaluation of reported illnesses.

(4) Information Provided to the
Healthcare Professional. (i) The
employer shall ensure that the
healthcare professional responsible for
the employee's Hepatitis B vaccination
is provided a copy of this regulation.

(ii} The employer shall ensure that the
healthcare professional avaluating an
employee after an exposure incident is
provided the following information:

{A) A copy of thie regulation;

(B) A description of the exposed
employe2’s duties as they relate to the
exposure incident;

(C) Documentation of the route(s) of
exposure and circumstances under
which exposure occurred;

(D) Results of the source individual's
blood testing, if available; and

{E} All medical records relevant to the
appropriate treatment of the employee
including vaccination status which are
the employer's responsibility to
maintain.

{8) Healthcare Professional’s Written
Opinjon. The employer shail obtain and
arovide the employee with a copy of the
evaluating healthcace professional’s.

written opinion within 15 days of the
completion of the evaluation.

{i) The healthcare professional's
written opinion for Hepatitia B
vaccination shall be limited to whether
Hepatitis B vaccination is indicated for
an employee. and if the employee has
received such vaccination.

(ii} The healthcare professional's
written opinion for post-exposure
evaluation and follow-up shall be
limited to the following information:

(A} That the employee has been
infgnned of the results of the evaluation;
an

(B) That the employee has been told
about any medical conditions resuiting
from exposure to blood or other
potentially infectious materials which
require further evaluation or treatment.
(iii) All other findings or diagnases shall
remain confidential and shalf not be
included in the written report.

{8) Medical recordkeeping. Medical
records required by this standard shall
be maintained in accordance with
paragraph (h)(1) of this section.

@ (g) Communication of hazards to
employees— (1) Labels and signs. {i)
Labels. (A) Warmning labels shall be
affixed to containers of regulated waste,
refrigerators and freezers containing
blood or other potentially infectioua
material; and other containers used to
store. transpart or ship blood or other
potentially infectious materials, except
as provided in paragraph (g){1)(i}(E), (F)
and (C).

(B) Labels required by this section
shall include the following legend:

\1/

BIOHAZARD

(C) These labels shall be fluorescent
orange or orange-red or predominantly
30, with lettering or symbols in a
contrasting color.

(D) Labels required by affixed as
close as feasible to the container by
string, wire, adhesive. or other method
that prevents their loss or uruntentional
removal.

(E) Réd bags or red containers may be
substituted for labels.

{F) Containers of blood. blood
components. or blood products that are @)
labeled as to their contents ard have
been released for transfusion or other
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clinical use are exempted from the
labeling requirements of paragraph (g).

{G) Individual containers of blood or
other potentially infectioua materiala
that are placed in a labeled container
during storage. transport, shipment or
disposal are exempted from the labeling
requirement.

{(H) Labels required for contaminated
equipment shall be in accordance with
this paragraph and shall also state
which portions of the equipment remain
contaminated.

{I) Regulated waste that has been
decontaminated need not be labeled or
color-coded.

(ii) Signs. (A) The employer shall post
signs at the entrance to work areas
specified in paragraph (e), HIV and HBV
Research Laboratory and Production
Facilities. which shall bear the following
legend:

X

BIOHAZARD

BIOHAZARD

{Name of the Infectious Agent) .
{Special requirements for entering the area)
(Name. telephone number of the lsboratacy
director or other respouasible person.)

(B) These signs shall be flucrescent
crange-red or predominantly so, with
lettering or symbols in & contrasting
color.

(2) Information and Training. (i)
Employers shall ensure that all
employees with occupational exposure
participate in a training program which
must be provided at no cost to the
empioyee and during working hours.

{ii) Training shall be provided as
follows:

(A) At the time of initial assignment to
tasks where occupational exposure may
take place:

(B) Within 90 days after the effective
date of the standard; and

(C) At least annually thereafter.

(iii) For employees who have received
training on bicodbormne pathogens in the
year preceding the effective date of the
standard. only training with respect to
the provisions of the standard which
were not inciuded need be provided.

(iv) Annual training for all empioyees
shall bé provided within one year of
their previous training.
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(V) Employers shall provide additional
training when changes such as
modification of tasks or procedures or
institution of new tasks or procedures
affect the employee's occupational
exposure. The additional training may
be limited to addressing the new
exposures created.

{vi} Material appropriate in content
and vocabulary to educational level.
literacy. and language of employees
shall be used.

{vii) The training program shall
contain at a minimum the following
elements: .

{A) Anaccessible copy of the
regulatory text of this standard and an
explanation of its contents: :

{B) A general explanation of the
epiderniology and symptoms of
bloodborne diseases:

{(C) An explanation of the modes of
transmission of bloodbomne pathogens;

(D} An explanation of the employer’s
exposure control plan and the means by
which the employee can obtain a copy
of th2 written plan:

(E) An explanation of the appropriate
methods for recognizing tasks and other
activities that may involve exposure to
blood and other potentially infectious
materials;

(F] An explanation of the use and
limitations of methods that wil] prevent
or reduce exposure including
appropriate engineering controls. work
practices. and personal protective
equipment;

(G) Information on the types. proper
use. location. removal. handling.
decontamination and disposal of
Personal protective equipment;

(H) An explanation of the basis for
selection of personal protective
equipment;

(1) Information on the hepatitis B
vaccine, including information on its
efficacy. safety. method of
administration, the benefits of being
vaccinated. and that the vaccine and
vaccination will be offered free of
charge:

{]) Information on the appropriate
actions to take and persons to contact in
an emergency involving blood or other
potentially infectious materials:

(K) An explanation of the procedure
to follow if an exposure incident occurs.
including the method of reporting the
incident and the medicat follow-up that
will be made available:

(L) Inform2" -~ an the post-exposure

@

evaluation - ..ow-up that the
employer . -ed to provide for the
employee - 2g an exposure
incident;

(M) Ar - ‘ation of the signs and
labels an-

: :31or coding required by
baragraph (g)(1): and

(N} An opportunity for interactive
guestions and answers with the person
conducting the training session.

{viii) The person conducting the
traizing shall be knowledgeable in the
subject matter covered by the elements
contained in the training program as it
relates to the workplace that the training
will address.

(ix) Additional Initial Training for
Employees in HIV and HBY
Laboratories and Production Fucilities.
Emgployees in HIV or HBV research
laboratories and HIV or HBV production
facilities shall receive the foliowing
initial training in addition to the above
training requirements.

{A) The employer shall assure that
employees demonstrate proficiency in
standard microbiological practices and
techniques and in the practices and
operations specific to the facility before
being allowed to work with FIIV or HBV.

{B) The employer shall assure that
empioyees have prior experience in the
handling of human pathogens or tissue
cultures Gefore working with HIV or
HBV.

(C) The employer shall provide a
training program to employees who have
no prior experience in handling human
pathogens. Initial work activities shall
not include the handling of infectious
agents. A progression of work activities
shall be assigned as techniques are
learned and proficiency is developed.
The empleyer shall assure that
employees participate in work activities
involving infectious agents only after
proficiency has beenYemonstrated.

{h} Recordkeeping—(1) Medical
Records. (i) The employer shall establish
and maintain an accurata record for
each emplcyee with occupational
exposure, in accordance with 29 CFR
1910.20.

{ii) This record shall include:

{A) The name and social security
number of the employee:

{B} A copy of the employee's hepatitis
B vaccination status inciuding the dates
of all the hepatitis B vaccinat:ions and
any medical records relative 10 the
employee’s ability to receive
vaccination as required by paragraph
{nrz) )

(C) A copy of ull results of
examinations, medical testing. and
follow-up procedures as required by
paragraph ({}{3):

(D) The employer’s copy of the
healthcare professionai’s written
opinion as requiréd >y paragraph (f}(3):
and

(E} A copy of the information
provided to the healthcare professional
as required by paragraphs (1){4)(ii}{B}(C)
and (D). °
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(i} Confidentiality. The employer .
shall ensure that employee medical
records required by paragraph (h)(1) are:

(A) Kept confidential: and

{B) Are not disclosed or reported l
without the employee’s express written
consent to any person within or outside
the workplace except as required by thi
section or as may be required by law. I

(iv) The employer shall maintain the
records required by paragraph (%) for at
least the duration of employment plus 3
years in accordance with 29 CFR I
1910.20.

(2) Truining Records. (i) Iruining
records shali inzlude the following
information:

{A] The dates of the training sessions:

(B) The contents or a summary of the
training sessions:

{C) The names and qualificatiuns of
persons conducting the training: and

(D} The names and job titles of all
persons attending the training sessions.

(ii) Training records shail be
maintained for 3 years from the date on
which the training occurred.

(3) Availability. (i) The employer
shall ensure that all recorrls required to
be mairtained by this section shall be
made available upun request to the
Assistan! Secretary and the Direntar fur
examinalion and cupying.

{ii) Employee training records
required by this paragraph shall be
provided upon reques! for examination
and copying to employ eus. to employee
representatives. ta the Director. and to
the Assistant Secretary in accordance
with 29 CFR 1910.20. :

(iii) Employee medicul recards
required by this paragraph shall be
provided upon request for exam:ination
and copying to the subject employee. to
anyone having written consent of the
subject employee. to the Director. and tu
the Assistant Secretary 1n accardance
with 29 CFR 1910.20.

(3) Treasfer of Rezords. (1) The
emplover shull comply with the
requirements involving traesfer uf
records set furth «n 29 CHFR 1910 20(h)

(u} !If the employer ceases tu do
business und there 13 no successor
employer 10 rece:ve and retain the
records fur the prescribed periud. the
emplover shall notifly the Director. at
least three months prior to their cisposal
and transmit them to the Dircetor. if
required Ly tha Director tu do so. within
that three month period.

(i} Dates—~—{1) Effective Dute. The
standard shall become effective on
March 8. 1992

(2) The Exposure Control Plan
required by paragraph {c}(2) of this
section shall be completed on ar before |
May 5,1992. )
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(3) Paragraph (8)(2) information and
Training and (h) Recordkeeping shail
take effect on or before June 4. 1992,

{4) Paragraphs (d)(2) Engineering and
Work Practice Controls..(d)(3) Personal
Protective Equipment. (d)(4)

. Housekeeping, (¢) HIV and HBV
Research Laboratories and Production
Facilities, {f) Hepatitis B Vaccination
and Post-Exposure Evaluation and

Follow-up. and (g) (1) Labels and Signs.
shall take effect July 6. 1992,

Appeudix A to Section 1910.1030—Hepatitis
B Vaccine Declinatios (Mandatory)

I understand that due to my occupational
exposure to blood or other potentially
infectious materiais [ may be at risk of
acquiring hepatitis B virus (HBV) infection. {
have been given the oppartunity 10 be
vaccinated with hepatitis B vaccine. at no
charge to myself. However. | decline hepatitis

298
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B vaccination at this time. | understand that
by declining this vaccine. I continue to be at
rish of acquiring hepatitis B. a setious
disease. If in the future [ continue to hzve
occupationsl exposure to blood or other
potentiaily infectious materials and | want to
be vaccinated with hepatitis B vaccine. [ can
receive the vaccination series at no charge to
me.

|FR Doc. 91-28888 Filed 12-2-91: 8:45 um)|
SLLING COOE 4510-26-46
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WINCHESTER MEDICAL CENTER

POLICY CODE NO: A 55
NA61B

TITLE: Universal Blood and Body Fluid Precautions

PURPOSE: To provide guidelines to preve __n_:cEl}l))mucoﬁs mermbrane, and non-
intact skin exposures of health caré workers to bloodborne pathogens. .
/_
STATEMENT OF POLICY:

1. . Use appropriate barrier precautions to prevent skin, eye, mucous membrane or
parenteral contact with blood or other potentially infectious materials. Other
potentally infectious materials (OPIM) include the following: semen, vaginal
secretions, cerebrospinal fluid, synovial fluid, pieural fluid, pericardial fluid,
peritoneal fluid, amniotic fluid, saliva in dental procedures, any body fluid that is
visibly contaminated with blood and all body fluids in situations where it is difficult
or impossible to differentiate between body fluids and any unfixed tissue or organ
(other than intact skin) from a human (living or dead) as weil as HIVVHBV
containing cell or tissue cultures, organ cultures and culture medium and blood,
organs, or other tissues from experimentai animals infected with HIV or HBV.

Universal precautions do not apply to feces, nasal secretions, tears, sweat, urine or
vomitus unless they contain visible blood. Appropriate protective clothing will be
worn when there is a potential for occupational exposure. The type and
characteristics will depend on the task and degree of exposure anticipated; the
clothing selected will form an effective barrier. The following protective barriers are
to be used: _

A. Gloves will be worn whenever hand contact with blood or other potentially
infectious materials is anticipated. Gloves are required for performing all
vascular access procedures, for contact with non-intact skin or mucous
membranes and when handling or touching contaminated items or surfaces.

B.  Gloves must be changed after contact with each patient. Disposable single use
gloves such as surgical or exam gloves must not be washed or disinfected for
re-use. They will be replaced as soon as practical when contaminated, torn or
punctured or when their ability to function as a barrier is compromised.
General purpose utility gloves used for housekeeping chores involving
potential bicod contact and for instrument cleaning must be decontaminated
and re-used unless punctures, tears or evidence of other deterioration is

present.
-
PROVAL EFFECTIVE REVISION
TITLE DATE: 9/87 DATE: 10/31/88; 04/07/92
resident, Winchester Medical Center
o 7+ --*~ Chairman Infection Control Committce REVIEW DATE: 10/88; 10/89;
President Executive Committes 10/90; 4/91; 04/92

Vice President for Nursing
C*  of Anesthesia
L or, Laboratory
— ¢ of Surgery
D1 .ctor, SATLY == sheems meiae e e e i
Chairman. Safety Committee

Page L of 3
Project PRO’s Reading and Reasoning: Learner’s Resource Manual page 28

Q27




Universal Blood and Body Fluid Precautions
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Hands must be washed immediately or as soon as feasible after removal of
gloves and other personal protective equipment. Antiseptic hand cleansers
may be used if handwashing facilities are not available but hands must be
washed with soap and running water as soon as feasible.

C.  Masks in combination with eye protection devices such as goggles or glasses
with solid side shields or chin-length face shields will be worn whenever
splashes, spray, spatter or droplets of blood or other potentially infectious
materials may be generated. If protective eyewear is worn rather than a face
shield, the eyewear must be worn in conjunction with a face mask.

- D. Gowns, plastic aprons and other protective clothing such as, but not limited to,
- 1ab coats and clinic jackets will be worn whenever body exposure to blood or
potentially infectious body fluids is anticipated. Reusable protective clothing
will be laundered by the Medical Center. If a garment is penetrated by biood
or other potentially infectious material, the garment will be removed
immediately or as soon as feasibie.

Surgical caps or hoods and/or shoe covers or boots will be worn in instances
where gross contamination is anticipated.

E. Needles should not be recapped, purposely beat or broken by hand, removed
from disposable syringes or otherwise manipulated by hand. After they are
used, disposable sharps are placed in puncture-resistant containers for
disposal. Containers are maintained in the upright position and are not to be
overfilled. Large bore reusable needles are to be placed in puncture-resistant
containers for transport to the reprocessing area.

F. Ventilation devices are available in all patient rooms, in the lower cupboard as
you enter the room, should resusgitation be necessary. They are also available
in the code carts and other areas as needed throughout the Medical Center.

G. Health care workers who have ¢; ive lesions or weeping dermatitis should
refrain from all direct patient care and from handling patient care equipment.

H  Pregnant health care workers are not known to be at greater risk of contracting
HIV infection than other health care workers who are not pregnant;, however,
if 2 pregnant woman develops HIV infection during pregnancy, the infant is at
increased risk of infection from perinatal transmission. Because of this risk,
pregnant workers should be especiaily familiar with and stncuy adhers o -
precautions to minimize the risk of transmission.

L. Universal precautions do not change waste management and the policy for
disposing of infectious waste are stated in Infectious Waste Management
Policy.

3. Annual in-service, in which Universal Precautions is included. must be

AULHUL W o[l employees havm the potential for occupational exposure to
blood or body f] mfs d gl i

K. Contaminated work surfaces will be decontaminated with Sani-Master
Phenalic, 1:10 bleach or other appropriate disinfectant after completion of .
procedures, or when overtly contaminated. with blood ot potentially infectious

Project PRO’s Reading and Reasoning: Learner’s Resource Manual page 3q
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Universal Blood and Body Fluid Precautions

. Page3of3

References:

Project PRO’s Reading and Reasoning: Learmer’s Resource Manual

materials. All reusable bins, pails, cans and similar receptacles which have a
reasonable likelihood for becoming contaminated will be inspected and

decontaminated on a regularly scheduled basis and whenever visibly
contaminated.

Blood/potentially infectious body fluid spills: Appropriate protective clothing
must be worn which may include gloves, gowns, mask, cye protection, surgical
caps, hoods and shoe covers or boots depending upon the nature of the spill.

1. Carpets: Notify Housckeeping. Small spills (less than 2 ounces of
- liquid) will be cleaned with Sani-Master Phenolic. Spills greater than 2
ounces will be cleaned with Sani-Master Phenolic followed by
extraction. Use of bieach (1:10 ) should be used on major blood spills
only after consultation with Housekeeping or Infection Control.
2. Non-porous surfaces (floors): Sani-Master Phenolic will be used to
clean blood spills according to the manufacturer’s instructions.
3. Contaminated broken glassware is not picked up directly with the
hands. A mechanical means is used. Contaminated broken glass is
disposed of as other sharps.

All equipment and environmental surfaces will be decontaminated with an
appropriate disinfectant immediately or as soon as possible after contact with
blood or other potentially infectious materials. Any equipment likely to be
contaminated will be examined by the user prior to servicing or shipping and
will be decontaminated as necessary. If it is not possible to decontaminate, a
readily observable label with biohazard symbo! wil! b attached, stating which
portions remain contaminated.

MMWR Supplement Recommendations for Prevention of HIV Transmission
in Health Care Settings: August 21, 1987, Vol 36, No. 25.

CDC Update: Universal Precautions for Prevention of Transmission of HIV,
HBYV, and other bloodborne Pathogens in Health Care Settings. MMWR
1988, 37: 77-82, 87-88.

Federal Register: OSHA Standards on Bloodborne Pathogens; December 6,
1991. Vol 56, No 235: 64089-64182.
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WINCHESTER MEDICAL CENTER, INC.
MAINTENANCE WORX REQUEST

Line 1 ----- block 1 block 2 block 3
DATE  / / DATE REQD. / / |DEPT. #
ine 2 ———eo block 1 block 2
Line 2 "~ EQPT. # REQUESTOR
Line 3 ----- block 1

JOB LOCATION

JOB DESCRIPTION:

HS L C.0.¢

230
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Explanation for Maintenance Work Request Form

Line 1, block 1: The date that the work request form is filled out.

Line 1, block 2: The date by which the repair work should be completed.
Line 1, block 3: The department number of the requesting department.
Line 2, block 1: If applicable, the WMC Equipment number.

Line 2, block 2: Name of the person completing the form.

Line 3, block 1: The specific place where the maintenance is required.
Lines 4-12: Exﬁlanation of work to be completed.

Note: The last line of the Maintenance Work Request Form that contains "HSL and the C.O.#"

is for use by the Engineering Department.

231
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Cost Center
121105

6018

6025

6032
6035

6060
6120
6121

6140
6170
6252
7181
8052
8053
8061
8076
8050
8111
8371

Winchester Medical Center
Department Listing

Department

Medical Office
Building

Unit Secretary
Training
3 East/Medical
Telemetry
Orthopedics

3 West/Surgical
Telemetry

Adult Psychiatry
Intensive Care Unit

Progressive Care
Unit

Cardiac Care Unit
Respiratory Therapy
Decontamination
Medical Records
Nutrition Services
Cafeteria
Plant Maintenance
Security
Housekeeping
Laundry

Personnel

232

Head

R. Groundwater

J. Borg

P. Milbum

A. Craddock
P. Milburn

D. Frentz
A. Grim
A. Grim

A. Grim
D. Groff
P. Stebing
P. Strader
D. Koch
D. Koch
G. Price
G. Donovan
M. Fahringer
B. Carter
E. Mason

Project PRO’s Reading and Reasoning: Learner’s Resource Manual

Phone

8022

8392

1200
8391

8140
8846
8837

8830
8941
8017

8080

8110
6120
8046
8170
8160
6135
8800
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NINCHESTER MEDICAL CENTER, INC.
EXTERNAL DISASTER PLAN/CODE ORANGE

I. DEFINITION

An external disaster is deemed to exist whenever there 1is
disparity between an .anticipated or actual number of victims

considering severity of injury, and the ability of staff to provid
csafe care.

LEVEL

A. MULTIPLE CASUALTY (Graded Response) - Requires Emergency
Department resources beyond what is provided by routinj

staffing. Involvement of other departments is on an “a
needed” basis.

B. LOCALIZED MASS CASUALTY - Involves mass casualties in
localized area such as an explosion or plane crash,

requiring a coordinated effort by all departments t
provide care to victims. Q.

C. GENERALIZED MASS CASUALTY (Community Disaster) - Involves.
mass casualties in a community wide area and/or directl
damage to Winchester Medical Center requiring assessment
and stabilization within our facility and a coordinated

effort by all departments to provide care to victims. '

II. AUTHORITY

authority and responsibility for the disaster plan.

The Pres.dent of Winchester Medical Center, Inc. hae the abaolute.
LEVEL A. ‘

The Emergency Department Physician and Charge Nurse on duty
determine the need to activate this plan and which specific
ancillary department plans should also be activated.

LEVEL B & C.

the Emergency Department Physician and/or Charge Nurse.
. III. MECHANICS OF THE ALERT

Activated by the Administrator-On-Call following consultation with'
" LEVEL A. Qq’)/ l

(N, Emergency Department, Director of Patient Servi ces/Supervisor and
M /the Administrator-On-Call are notified by the Charge Nurse/
N Jdet::i.gnee The ED Physician and Charge Nurse determine if and when
' other departments and/or additional ED staff should be called and

designate responsibility for that notification (Supervisor,
Secretary, NA etc.)

R37
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LEVEL B.

The Administrator-On-Call is notified by the ED Physician of the
situation and potential number and injury ceverity of victims. If
the decision is made to initiate a CODE ORANGE the following
notification occurs.

Decision to activate
ED Physician————])  CODE ORANGE 4————Administrator

i‘ Plan
ED Charge Nurse . Switchboard
. NurSing DPS/ED Tr3uma Chief Med. Staff Liny VBs
Super. Team and specific ’
| Physicians and DPS/Dept.
v services as Heads or
One call to One !;ll to requested designee
each level ACC PICU
secretary who v ~
notifies resource Call to See
nurse and both . CCU & ICU : . © individual
Psych. buildings , depté pLans
or:

r"_—_{ responsibilities
LEVEL C. .

If communications have not been disrupted, the came plan will apply

as in LEVEL B. In the absence of outside and/or inside
communications, ers will be assigned by the Nursing
Supervisor/Asst. .P of Nursing to notify all departments. As
volunteer help arriwvee they are to report to the COMMAND CENTER for
assignment. ‘ —_—

IV. COMMUNICATIONS AND CONTROL

LEVEL A. ///,,,_,$

All communication poriginates in the Emergency Department.
._d//

LEVEL B & C.

THE ADMINISTRATIVE COMMAND CENTER IS ESTABLISHED IN THE MEDICAL
STAFF AFFAIRS OFFICE. Ext. 8875

NURSING AND MEDICAL COMMAND I3 ESTABLISHED IN THE RADIOLOGY/
RESPIRATORY CLASSROOM. Ext. 6817

238
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ASSIGNMENT OF ALL CALLED IN AND/OR VOLUNTEER STAFF IS MADE FROM THEII
MEDICAL COMMAND CENTER. (NURSING, MEDICAL STAFF, VOLUNTEERS)

NOTE:

Y.

EMERGENCY DEPARTMENT PERSONNEL ONLY -SHOULD REPORT TO T‘!E‘
EMERGENCY DEPARTMENT. ALL OTHER PERSONNEL REPORT .TO
THE MEDICAL COMMAND CENTER FOR ASSIGNMENT. -

GENERAL DEPARTMENT BESPONSIBILITIES FOR PATIENT TRANSFER .
OR DISCHARGE '

A. Preparation of Receiving Areas I

l.

All patients on the Mall Level for ( diagnostic
atudies and/or therapy will be returned TS fheirl
rooms as quickly as possible. Cutpatients will be
discharged if possible or relocated to Inpatient

areas. - '

The OR will send non-emergency pre-op patients back
to the units. . '

The ED will initiate CODE ORANGE protocol for triage
and treatment, (see separate plan).

Security assistas with escorting ©patients and.
visitors from the Mall Level and determines the need
to secure building access.

B. Patient Unit Responsibilities

1.

Project PRO’s Reading and Reasoning: Learner’s Resource Manual page 3%

Prepare inventory of available beds and asassess needl
to call in extra staff.

One secretary each from Levels 2, 4 & 5 reports tol

the ED. (Temporary assignment until ED Secretaries
arrive.)

One RN/LPN from each level reports to the'

Radiology/Respiratory Claasroom for temporary

assignment to patient receiving areas, if possible. l
BP

One each: Stretcher, wheel chair, thermometer,

cuff are brought to the Surgical Waiting Room from
each level.

239
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VIII.

EMERGENCY DEPARTMENRT RESPONSIBILITIES

General Responsibilities:

1. Determine need to consider a CODE ORANGE alert and
initiate the process.

2. Prepare to accept incoming casualties;

3. Provide triage for all incoming casualties.

4. Provide treatment to patients triaged to the Emergency
Department.

5. Maintain ongoing communication with the command center
regarding status and needs.

5. Maintain aervices to non-disaster E.D. patients who
present for treatment during the CODE ORANGE.

Level A: '

The E.D. charge nurse/physician determine graded response
based on number and injury severity of victims and available

E.D.

resources.

Responsibility is assigned for:

1.
2.

Project PRO’s Reading and Reasoning: Learner’s Resource Manual

Care and disposition of existing E.D. patients.
Notification of edditional E.D. staff and D.P.S.

Notification of appropriate departmentas and
Administrator On Call (AQOC).

Triage and care of incoming victims.
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X. ELEVATOBRS

Elevators shall be manned by Engineering,
Department employees to ensure use only for medical purposes.

vigitores shall be allowed on the eleva%ors.

XI. EMPLOYEK ASSIGNMENTS

The responsibilities of each hospital unit are detailed in the
Employees are assigned by supervisors

aprendices.

fulfill those responsibilities in a swift and accurate manner.

General responsibilities are as follows:

Function
Assigning Personnel

Assignment of Triage,
Observation, and
Treatment Areas

Availability of Supplies

Armband & Patient No.

Elevator Control

Media Information
Medical Command
Notifying Personnel
Transfer and Discharge
Procedures, Patients,
and Casualties

Vehicle Traffic Control

Visitor Control

Responsible Party
Command Center

-

ED Physician on Duty and
Charge Nurse

Materials Management, Dispatch/
Distribution, Processing,
Laundry, Lab

ED

Volunteers, Engineering,
Personnel

Public Relations

President of the Medical Staff

Switchbogrd, Departmént Heads,

President, President of Medical

Staff, Attending Physician or
Designee

‘Local Police, Security

Security, Engineering
Persconnel

Volunteers and Personnel
No

in order to

XII. RESPONSIBILITIES BY UNIT- Brief description, for complete
description, see appropriate Appendix

Unit Function

Admpinistration See " vesident

Cammand Canter Assian Personnel
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Department Heads
Dietary -
Refreshments and
Meals PRN

Emergency Department
Nursing Personnel

Emergency Department
Physiciane on Duty
Environmental Services

Laboratory

Engineering

Materials Management,
Dispatch/Distribution,
Processing

Medical Records

Nurginz Supervisor

Personnel
Pharmacy

Physicians

President

President of Medical
Staff

Public Relations
Radiology

Respiratory Services

Project PRO’s Reading and Reasoning: Learner’s Resource Manual

Ensure appropriate personnel are notified
If not previously assigned, report to
Comnmand Center

Place disaster tags, treat victims per

protocol

observation and
alert Trauma Tean,

Set up a triage,
treatment areas;
treat patients

Assist in transportation, environmental
¢cleaning, etc.

Assure availability of supplies and
gervices

1. Access control in all entranges
2. Assure availability of utilities,
portable as well as permanent

3. Elevator control

Assure availability of supplies and
services '
Prepare patient.charts

Move to ED to assume responsibility as
stated in plan

Report to Medical Command Center
STAT meds

Report to Command Center for assignment;
treatment of patients

Procedures for transfer and discharge of
patient and casualties. Coordinate with

President of Medical Staff on medical
needs

1. Medical command

2. Transfer and discharge procedures for
patients and casualties

Disseminate information to the media

STAT X-Rays

Life support, airway mgmt. monitoring
291
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Security 1. Access control in all entrances
2. Vehicle traffic control

Switchboard 1. Notify personnel as planned or
requested .
2. Make announcements as requested

l

Volunteer/Recepticn Messages, discharge=, visitor and
: elevator control

XIII. FIELD SERVICES

Field screening and triage may be performed by the ED personnel and
phyeicians, if determined to be in the best interests of the
disaster casualties by the Command Center, President of the Medical
Center Staff (or substitute), and ED physician on duty. Otherwise,
triage will remain in the ED. :

-E e aEm e

The first Resmcue Squad unit on the disaster scene will asses the
disaster and keep the ED informed. The hospital Triage Team will be
picked up after the initial assessment by another Rescue Squad unit
dispatched to the hoaspital. That unit will not leave the hospital
for the disaster scene without the Triage Team.

The makeup of the hospital Triage Team will be coordinated at the'
time by the ED physician on duty.

At the disaster scene, one area shall be set aside by the fil‘st.
arriving Rescue Squad. That area shall be the working area for the
hospital Triage Team. Casualties shall be brought to this area in
an order determined by their Triage Tags.

XIV. TELEPHONE NUMBER LIST

Children's” Hospital, Washington, DC - (202) 745-5000

City Hospital, Baltimore, MD, Burn & Trauma, (301) 396-58589

City Hospital, Martinsburg, WV - (304) 264-1000

Grant Memorial Hospital, Petersburg, WV - (304) 257-1026
Jefferson Memorial Hospital, Charles Town, WV - (304) 725-3411
Loudoun Memorial Hospital, Leesburg, VA - (703) 777-3300

Medical College of VA, Richmond, VA - (804) 786-3000

Morgan County War Hosp., Berkley Springs, WV (304) 258-1234

Page Memorial Hospital, Luray, VA - (703) T43-4561

PEGASUS - (800) 552-1826 :

Rockingham Memorial Hosp, Harrisonburg, VA - (703) 433-4100
Shenandoah County Mem. Hoap., Woodstock, VA (703) 459-4021

STAR Center, Washington Hosp. Ctr. Wash., DC - (202) 877-7000
Surgi-Center of Winchester, Winchester, VA - (703) 8665-5300
University of MD Shock Trauma Ctr., Baltimore, MD (301) 628-62394
University of VA Trauma Ctr., Charlottesville, VA (804) 924-0211
VA Center (Baker Center), Martinsburg, WV - (304) 263-0811
Warren Memorial Hospital, Front Royal, VA - (703) 636-6101
Washington County Hospital, Hagerstown, MD - (301) 797-2000

251
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APPENDIX C
EXTERNAL DISASTER PLAN
CODE ORANGE

Dietary Responsibilities

I. NOTIFICATION
Notified by Command Center or Switchboard. Supervisor
ensures that sufficient employees are on hand to perform
the work required.

II. GENERAIL STATEMENT OF DUTIES

Provide meals to patients, ataff, visitors, volunteers,
enployees, etc., in a timely manner.

III. SPECIFIC DUTIES

A. Serve meals as usual.

B Prepare to serve additional meals and refreshments.
C. Designate special eatiﬁz areas if necessary.
D

Communicate with Command Center for disaster updates.

52
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APPENDIX F
EXTERNAL DISASTER PLAN
CODE ORANGE
Environmental Services
I. NOTIFICATION
Notified by Switchboafd or Command Center. Supervisor
ensures sufficient employees are on hand to perform the
required work. (Beeper #288 or 262)
II. GENRERAL STATEMENT OF DUTIES
Prepare assigned areas for the arrival and treatment of
patients. Evaluate space, supplies and equipaent.
III. SPECIFIC DUTIES ’ -
A. Prepare Conference Center and Conference Rooms for the
influx of patients, staff and employees.
B. Move required equipment and supplies to ED and Conference
Center.
C. Station personnel at critical areas.
D. Act as runners for Command Center if required.
2153
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-II.

III.

APPENDIX H
EXTERNAL DISASTER PLAN
CODE ORANGE -

Laundrv Responsibilities

NOTIFICATION

Notified by Switchboard or Command Ceater. Supervisor

ensures that sufficient employees are on hand to perform
the required work.

GENEBAL STATEMENT OF DUTIES

Provide garments for staff and employee use and linene for
use by patients.

-

SPECIFIC DOUTIES

A. Sort, wash, press, and fold linens and garments.

B. Distribute linens via cart tc areas throughout the
Medical Center.

C. Reespond to calls from csupervisors for additiocnal
requirements.

254
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APPENDIX J
EXTERNAL DISASTER PLAN
_ CODE ORANGE
Medical Records Responsibilities
I. NOTIFICATION
Notified by Command Center or Switchboard.
II. GENERAL STATEMENT OF DUTIES

. Maintain medical records of casualties; prepare lists
for media information.

III. SPECIFIC DUTIES
4. Aid Admitting if needed.
B. Pull old records as required and deliver.

C. Ensure sufficient Medical Records personnel are on hand
to cover all duties.

R35
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APPENDIX P
EXTERNAL DISASTER PLAN
CODE ORANGE

Radioclogvy Responsibilities
I. PURPOSE

In order for the Department of Radiclogy to function in an
organized and expedient manner during a disaster, the
following guidelines are established. A firm understanding
of these guidelines is necessary in order to provide the
care required by disaster victims. (Beeper #4589 11:00 p.nm.
to 7:00 a.m. only)

II. NOTIFICATION

Notified by Command Center, Switchboerd, or Emergency
Department.

The Radiology employee notified shall immediately Call:

1. The X-Ray Technologist in charge.

2. The Director of Radiclogy or designee.

3. The Physician Chairman of the X-Ray Dept. or the
Radiologist on call.

TII. GENERAL STATEMENT OF DUTIES

A. Ensure sufficient personnel are called in or on duty to
perform the work required.

B. When notified of a disaster alert, it is the duty of each
required staff member to respond as requested.

IV. SPECIFIC DUTIES
A. Radiologists

The Radiologist notified will be responsible for
providing adequate physician coverage in the Department.

B. Supervising Technologist

The Supervising Technologist on duty, Department Manager
or designee will, on the basis of information given as to
the character of the disaster:

1. Call in the anticipated additional staff members
needed from the staff roster kept in the front
office.

256
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APPENDIX P CONTINUED

2. Prepare the Department for the disaster victims
supervising the:
a. return of house patients to floors
b. release and rescheduling of outpatients in the

Department

c. maintenance of supplies in X-Ray rooms

3. Coordinate distribution of disaster victims to
variocus X~-Ray rooms for exams. :

4. Assure that a log of the disaster victims is kept
until disaster is over.

Technologiasts

1. Will report to the Department for duty immediately

after notification of the disaster alert.

Dark Room Technicians

1.
2.

Will report to the Department immediately after
notification of the alert. .
Will remain in the area of the Dark Room throughou
the disaater.

Technician Aides

1.
2.

Will report to the Department for duty immediately
after notification of the alert.
Will report to the collating area for assignments.

257
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Material Safety Data Sheet

Emergency Telephone:

SECTION I - PRODUCT IDENTIFICATION

Product
Pe Description
Chemical Mixture -
SECTION II - HAZARDOUS INGREDIENTS
CAS Number Chemical Component % TLYV (Units) Hazard Data

SECTION III - PHYSICAL DATA

Solid Liquid Appearance

and Odor
Specific Gravity pH at 25°C
Solubility in Water Freezing Point
Percent Volatiles (by weight) Phosphorus

SECTION IV - FIRE AND EXPLOSIVE HAZARD DATA

Flash Point (method) Flammable | LFL UFL
Limits

Extinguishing Media

Special Fire Hazards and Equipment Required

SECTION V - REACTIVE HAZARDS

Product Stable Unstable at Hazardous Polymerization: will occur will not occur

Conditions to avoid

Incompatibility (materials to avoid)

azardous Decomposition Products

- S -

/ - - -

258
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|7 Product: - B
’ SECTION VI - HEALTH HAZARDS

Eye

Skin

Digestion

Inhalation

\ Threshold Limit Value

Principal Routes of Absorption

I
‘ Acute Effects of Overexposure

Chronic Effects of Overexposure

FIRST AID PROCEDURE - NEVER GIVE FLUIDS OR INDUCE VOMITING IF

PATIENT IS UNCONSCIOUS OR HAVING CONVULSIONS.
CALL A PHYSICIAN.
Eyes
R
Ingestion

Inhalation

SECTION VII - NORMAL HANDLING PROCEDURES

Precautions to be taken - Handling and Storage.

Protective Equipment: Ventilation Requirements
Eyes
Gloves
Other

Corrosive Action on Materials

SECTION VIil - SPILL OR LEAK CONTROL PROCEDURES

Steps to be taken in case of spills

Waste Disposal Method

The above information is believed to be accurate and discloses the known hazards for this product as of this date. No

additional warranties are made.
_

<59
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EHPLOYEE HANDBOOK EFRSONNEL POLICY

§9§isct: Career Review and Nevelopsent
Saction: furformance Appraisal
Effactive: 9/23/91

The term "performance appraisal' has a particular meaning.
It is an evaluation of how « person’s work 1s done. A good
performance appraisal system, properiy adminiscered, will
produce the following results:

1. Emploveas know what is expected ot them.
Employees receive recognition for work well done.

3. Emplovees receive heip where needed to improve thair
work.

[ Supervisors have a basis for reviewing and comparing
employees' performances.

5. Supervisors have a basis for identifying emplovees'
training needs.

6. Supervisors have a basis for making decisions on
disciplinary action and salary recommendations.

All employees are evaluatad at the foilowing times:

1. compleﬁion of the initial TIrial Employment Period;

1.  after—stw—menthr—employnerc; ot

3. avery 12 months thersafter on their review date.

'Employees having serious disagreement with either their
evaluation or maerit award may pursue their interest in
discussion with the Department Head/DFS. Finally,
enployees may submit a written statement to the Director of
Personnel and request it bve filed in their permanent

record.
[V-Career Review
and Development
260
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Aruitoxt provided by Eic:

FAPIOYEE AANDBOOK PERSONNEL POI.ICY

Subject:: Carver Review and Daveliopsent
Section: Herit Increaxes
Effective: L/1/83

Full-time employees who successfully complete one year of
continuous employment are eligible to be reviewed by their
Department Head/DPS for a merit increase within their pay
scale. Such factors as attendance, tardiness, and results
of the performance appraisal are weighed heavily in the
Department Head/DPS' recommendacions.

Part-time and per diem employees are sligible for a merit
increase after working 2,080 regular hours and providing
they have a satisfactory performance reviev,

IV-Career Review
and Development

261
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Aruitoxt provided by Eic:

EFTOYERE HANDBOXXK PERSONNEL POLICY
Subject: Carver Review and Development
Section: Prowmotions, Transfers

Revised: 6/1/90

Promotion:

A promotion occurs when employees move vertically from cne
budgeted position to another budgeted position evaluated in
a higher pav grade.

It is the policy of the Medical Center to fill positions
from within whenever the qualifications of internal
applicants are equal to or superior to those of external
applicants for the same position.

In the event two or more employees apply for a vacant
position, the most qualified employee will be seiected. If
qualifications are judged to be equal, the employee with
the most seniority will be given priority consideration.

Employees can initiate consideration for a promotion by
talking with their supervisor or by applying for the
position in Personnel.

Employees who are promoted will receive a pay increase at
least equal to the percentage difference between the former
grada and the new grade. In determining the amount of
increase, the Departmant Head/DPS may set the pay at an
appropriate level in the new grade based on training, skill
and aexperience levels of the promoted emplovee. another
factor which must Obe considered when determining new pay
level is the relative timing of the promotion compared to
the emplovee's increase eligibility date. Any promotional
increase of 10% or more must be approved by the Divisional
Vice President and Personnel Director. All promotions will
result in a change of increase eligibility date to one vear
from the promotion date.

I[V-Career Review
and Development

262

Project PRO’s Reading and Reasoning: Learner’s Resource Manual




O

ERIC

Aruitoxt provided by Eic:

EHPIOYEE RANDBOOK =+ PFRSONREL POLICY
Section: %ru-ntianslfrznsfers
Iransfer:

A transfer occurs when an employee moves to a new position
that is at the same grade as the position trom whicn he/she
transfaers. in the event of a transfer, the employee will
retain his/her increase eligibility date.

Emplovees must work at least six months in their current
departpent bafore transfers will ba approved unless both
Department Heads;/DPSs agree to transfer prior to that date.

Emplovees must submit a Transfer Request form in ihe
Personnel Office to ba considered for a transfer. If
quaiificacions are appropriate, the employee will- be
contacted for an interview. At this time the interviewing
party and the employee will inform the current Department
Head or Director of Patient Services that the employee is
pursuing a possible transfer to that department.

If the employea decides to make the transfer, the same

notice woust be given the current Department Head/Director
of Patient Servicaes as if terminating employmenc.

IvV-Career Review
and Development
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EMPLOYEE HANDBOOK “PERSONNEL POLICY
Subjéct: Career Review and Developmenc

Section: Contimoux Servicu (redit

Revised: 1/1/83

Fuli time, part time and per diem employees may acquire
lconcinuous service credit' with che Medical Cencer dating
from the first dace of their unbroken service. The
continuous servica credit of employees is broken under the
following conditions:

a. Discharged tor just cause

b. Job abandonment

C. Voluntary termination, unless rehired within a six (9)
month period (also applies to muitiple status changes
cccurring within a six month period)

d. Recirement

When continuous service is broken, emplovees are considured
as new employees if and when rshired.

Employees on approved Leave of Absanca retain, but do not
accrue, service credit for the duraction of such leave.

Employees who voluntariiy terminate and are renired within
six (6) monchs retain, but do not accrue, servica credit
for rhe period off the payroll.

IV-Career Review
and Developnment
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Aruitoxt provided by Eic:

EMPLOYEE BANDBOOK - -FERSONREL POLICY

Subject: Career Review and [Development
Section: Licensure, Registration or Certification
Effective: 1/30/92

Wnan  required by their profession; employees are
respensibla for maintaining a current license,
certification or registration status in coordination with
their Depa::menc'ﬂead/DPS and the Personnel Departaent.

Licenses, certifications and registrations will be verified
acscrding to the following praceduras:

Prior to employment, all new hires will present to the
Personne! Department or Nurs2 Recruiter the original

document as evidence of current license, certification or
registration.

A copy of the original document will be made and stamped
indicating that this is a true copy of the original
document, The stamp must be signed and dated by the
individual viewing the original document. '

Prior to expiration of current licenses, certifications or
registrations it is the responsibility of the employee to
bring to their Department Head/DPS the original
documentation for their license and/or renewal, This
original document will again be copied in accordance with
the procedures noted above. The copy will be stamped,
signed and dated by the person viewing the original
document. The copy of the renewal will be sent to the

Personnel office to be placed in the employee's personnel
file.

(Continued)

IV-Career Review
and Development
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EMPLOYEX HANDBOOK ' PERSONNEL POLICY

ft
"

Section: Licensure, Registration or Certification
(Contimed)

Expired Licenses, Certifications or Registrations
Employees who allow their license to expire will not be

permitted to work until a new license is produced.

Note: Various departments cay have their own procedures
which go beyond this basic policy for maintenance of
licensure and registration status. It is the
responsibility of each Department Head/DPS to insure that
all records are kept current including both computerized
records and hard copy records.

Annual Performance Appraisals
Where applicable, in accordance with JCAHO requirements,

both the job descriptions and performance appraisals will
reflect the requirements for competency to care for, assess
and treat patients of the age group served.

Iv-Career Review
and Development
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EMPTOYEE HANDBOUK < - PFRSONNEL POLLCY

Satb ject: Career Review and Development
Secrion: Tuirion Assistance Proyram
Ravised: 9/20i90

The Medical Center provides financial assiscdnce Lo empioy-
ees rurthering their education in a heattncare-related
field or to improve their job skills.

Fuil time enployees with a minimum of six (&) months
service, part time employees with a minimum of one (1)
vear service, and per diem employees with a minimum orf five
years service are eligible for Tuition Assistance. The
assistance is for tuition costs only. Full time emplovees
mnay receive reimbursement for tuition costs for up to nine
credit hours per term. Part time and per diem emplovees
may receive reimbursement for ctuition costs up to four
credit Nours per term.

Fifty percent of the tuition cost will be paid at the
beginning of the course upon submission of a Tuition
Assistance Request Form approved by Department Head, Vice
President and Personnel Director. All grades must be
submitted to Personnel at the end of the term and a second
reimbursement will be made for grades of A" and "B". For
tuition reimbursement employees are expected to return a
numner of paid work hours equal to the ratio of one vear
2,080 hours) for each $3,000.00 received. Repavment hours
vegin at the completion of the reimbursed class. If
emplovees terminate prior to fulfilling this agreement,
they must pay Cthe Medical <Center Cthe entire amount of
Iuition Assiscance owed plus BX interest.

[V-Career Review
and Devaiopment

ERIC
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TRASH -WOOD « PAPER B

INSTRUCTIONS FOR

FIRE EXTINGUISHER OPERATION

HOLD UPRIGHT
PULL RING PIN

START BACK 8 FEET
AIM AT BASE OF FIRE

SQUEEZE LEVER
SWEEP SIDE TO SIDE

LIQUIDS -GREASE

268

Project PRC’s Reading and Reasoning: Learner’s Resource Manual

C

ELECTRICAL EQUIPMENT

page v3




0

’
bt

4

E W AR AR R AR, N, ..

0661 ‘g 1y :uonmodos jo o_cmu
1018U)PINOD)

YieoH pue Aiejeg (suojiednang KT

sdifiid 'Y vyop  :Ag poisdely

. gy

. “Bujeqe sy
"I (ueISiSuoIY) seuugw e up 1Inposd spy osn 0] M¥7 1818005 JO VONIBION 8 $) 1 “lesodsip 10} jeqe; Lo SUO|19041p
Mojjo4 snopiezey oq Aew soujejuod Aldwsy 18q9) vo suoaNISYY 01 BuIPI0IIE Auo Bsf suopneossd FLITITG}

“uo§1920f A1p 002 ® uj 10UI21U0D POSOLD AjiyBi ® vy 81015 :Bupoys

101800 Ajengy pue .
wousoinang 13001014 *101981) oNg

Qid "uswolo) ) piaeg A poAoiddyy

pus Bujipusy uj uaxe; 8q oy suolinedaig
SNOUNVYIIHY VIOAdS - Xi NOILO3S ) .

‘pasnbes oy -
‘paynbas oy -
‘ponnbog Ajewscu oy -
Aoioeysiies vopepiuna jeuoN -
*101@ndsel 1snu
vcn.mzsvoz-acn.:wo_z?.: .n_:uuw .n_Eo_aaz%e._oco__u.o:eo=.

Auawdinbg oapoelolyg r1eyi0
U004 B8A]

SOA0]D) OA11201014
uone;nues

U0|120101d Asorendseyy
®8(] 101 uopNYQ a1y 1aNpoid Bujipueyy 104

1Eu0D iy Judaoid vy popoou se Bupyiop o/pue uoide snojatodiog sy - Wwowdinb3 oAld01014 soG
P10]ys 028) 10 s0j0000 ysejds |eweyn - U0})30101§ DA
1eqqns o ygN - $OA0)D 8A})201014

‘AL
Mojeq cinsouxe uuiew o) popaoid o PINOYS UOHYRIUEA Jueng -

uoneylues
"101@3jUs 01 1odea 2jueDi0 penoidde-HSOIN osn ‘PopeeIXnN S| AL ) -

UOf120101¢ Atojespdsey
pPojiddns s® 1onpoiy Buypuey 104

NOILVAUO04NI NOI10310Hd TV103dS - A NOILD3s
2000

stoenhos [910po 4 pus ‘oje)g ‘(9001 YW 02uEPI0IIe U ojsum |19 jo
10 pusiss) 00 jsnur jBI0I0W pnseinou-un - suopmnies 1930f pisu ‘01818
NHRg poacidde uo v o OSIHIRY)  10AOYS M In Wid - poyioyy |esodsiq sjeem

1EGIOSNE IG1HO 10 ‘019NdJUNBA ABpD ‘Pues yum QIosqy  02i{e)NoL O
Aryues o) purisiy 0 Agw SjUNOWe JRwg - poliids 10 poaseejay

UONDYI9NBID BIEEM SHOPIsTEY

DISUM SROPINZOY 0AIS01109 SO
TP [ ymM o nasgey

| P|2% 3{1898 PP - Slunowe 180387 “10MOS
%1 |TRIB Y ese] uj ueye) og o} sdeig

EEENGEROITERTER) ZO.._..:&w < IA NOILO3S

020 10U Jtan ‘uoperpewiioy snopigzey
UMOUY BUON  :8)INPOI4 uonsodusogog .:4:«5:
A

OuoN Amoay o) spupoieyy) Kignedwosuy

UMOUY DUON  :PJOAY 01 SUOIPUOY

oe1s  Aiqers
’ vivQ ALIAILOVEi - 1A NDI153S
Bunjiop pejeupweLD) epune
pug erowey isiem Bujuuhi Yim sBinuw §) (seof e 10} Ajydnosoy) ysepp PAUOD UG 104
"Buiijusca 8anpuy roc o “1818M
50552(0 1210483 20 ‘VOIINOS LKLIO0 “B)ym Dike Sw jo Ainuenb edre) 8 eap ‘uojisetuy 104

AYveUuy JUN - vy

EE NN oA . W, ...

UONISIIY 10 BEL A up 1 ns0s ARl UNS YIMm 12e)u0d poluoont 10 pojsodayy aquoay
UonRlg:138)u0) NS Ag
"FOURIQISW SNONW UO $190))8 BAISOIND  YIRWO)S pus 1RO Yihow O

YAV Ad03 197«

81qiSSOd SUINQ (EIUOYD ‘LOKILS SNOLBS 1281u0D iy Ag
LONTINY BSNEI Avus 15w 1O LOIRIEYY  .LOPRIYG A9
=§101peiu) snopivzeY jo AL 10) | vopdeg 805 /N ‘onje jwi pjoyse
‘1981002 upg

ONe
V1va QUVYZVH HLTY3IH - A NDILS3S

o e

nsodxeseng jo 594

:e1nsodx3 jo (s)mnoy Aisu

8 Y
69¢
‘UMOUX BUON SpieTe{ UO|S0JdXNY Pue 8114 tenst

S|CHWOUD BuaoA $931; Dujiydl) uj LICK Bq SAeme
pipoys  Bupiopd oandsiod pus smyesedde Ouppiverq  peujsiuod-jjog

#8.Npadosy Bufiydyy es |vo
‘811} U] POAoAU} Ajen)|oe e,

Heew 10} eiepdoidde ejpous asp; 2jaNsNquouoN iejpeyy Bujysindu
pYivs YIN
Aan EN ‘W ejqewuey 4 40002 < {1e150) posor) ‘Oey) ujod y
Y1vVd QYV2ZVH NOISO1dX3 GNV 3til3 - Al NOILD3S
504 88} 10) poinpQg Hd (x4 :818),U8300)) g
10p0 ui-guowswe 1yBje Wym pinby; ssopojon) {JOPO pU UL IS
{t = I31em) ‘8|1qnios Aoedwon) 1018AN VY Ay
1~ :8)9Y vonesodeas l< (1 = ny) Aysuoq 0
NS Wi yBiem >mw 0|NRJoA Jusdng N { Oy ww) emssesry 0
890 {1 = O%H) Auamsp sypoeds 22 < o) WO By

Y1va T¥OISAHG - Ul NOILD3S

"110021°0188 WID 62 W popy
$e e|qeeas opew oq |m | Aeiepdos

- 58 peyhuep swepmibuy Bunieduos uvoneusojuy  “uebowudiey X
@ © 8ouGIQns By §| w1 0 uey roemf 0 ‘%4 uey) 1ewesd suUONBHUBIUD) 8 juosand pue snoprerey Bupec
POJJIUT Py BS0Y) D19 UOHIDOS SjY) WY poisy $1ueipo1bul PIepURIS ULYRIWNWILILY PIR20}) 5. V1iSO YIM 82uSHiN92I

“UIYE 10M oyl Bupnp swys Auw jo POPoBINN Bq OF N ‘enjEA Ounton

ON IN wdd 0001 wdd 0005 €'1-9°0 S-21-p9 e ¢
ON 3N Otwlw ez gowdw g S0 ¢-CL-0it1 BPix01pAY wn)
£-G8-r2re0
ON N N N LS 1-G8-r2Pg0 SOPYIOJYD WniLow
2-11-92p2¢ Aigurey
HI9DV 'YHSO (A31S HIDIVI AL HIDIV 13d YHSO M XqQ% ON SV DO [T ES
‘diN ‘'O4v| Aq s
ojuaBoudie) F1:101Ts)
spesyy
SINIIOIUONI SROGUVZVIH - it NOI11D3S
VN - R 1T
ouUoN Sequinyn af N - Apwey jeopu
SNop1vzeYyuoN ‘88810 pagzsl 100 ¥/N -

-E>=oc>mvc- oEoN.._nu
00€1-v80 {80/) - 'GN suoydsisg Asusfise
S1509 T ‘9ADIY Sieumo  proy PAVINRAL 00E7 - LT

Aueduio) 1815eNBI1A08 BY) - SWIEN 8,10201D8 )Nt
‘unpsAvyd @ __-w Aou0js8220 SpYt s0MO pUR - 11-6049 - "ON ue|\ensjiisyy |
wddn ) soinup gy iS00} 1V 10} J01UM 1O AlUOiG \itm ystiy 0191pOW 1901U0D) 8A3 104 Hy 10)supjjuss - suwisN ?v!h* g
1@ ysos} 01 eA0WoYY ‘uofi8eyuy 10.4 .
98:npPeD0.14 ply 18414 pue AdusBiewy INOIXD3S
) Ie § oDey 00€1-¥36 (80L) J8quIny suoydele] Asuobiewy S1S09 1 '0A02p s10UMO(Q)
: (00210181 B3O 62 Yim sedwon)
jlj Jaisepjueg ’

133HS V1Va AL34VS VIN3LVYIN

peoy ofjlaucniem 00
Auedwon Jo13eNBIIAIBS Oy |

-, O

Tl
{

E

Aruntoxt provided by Eric:



-+ a8od JONUDEY 2241053y S, 431077
polep Wi0) SiHAaK] SapRdNdng

086! '9 Iy uchimieddly 10 eN

1861 'St Ay

Q -
(&) ﬂ. N 1PNUoD Aigent pue
WewWdo@As() 120p0Id *101201q R0
'Q Ud ‘'uswaE) 1 pieq :AqQ peroiddy

10)RUWPI00D)
Y1jeaH puw A1ajeg |euotjednod0 oy
sdiid o uyof® :Ag peiedory

ool oW 51y} BuPUSY HyM Bxows j0u 0Q "Dujzeds) Ag PebSWEP 5| 1INPOIY suOpNESA:d 13O

1S S1J) LM POISLILEIL0D BL008Q ABW A3Y) BIGUM BOIE LS Lf YUIIP 10 ‘030€QO) ‘POO0) 85N 10
Y)M 83015 10U OO P30 AlIYON 1BUIRIU0 dedy :Buo1s pue BujPUSY U) UINE] 8 O] SUOLINBIRIY

SNOLLAYI3Hd 1¥133dS - XI NOLLO3S

‘pannbal Ajsusiou oy - Quawdinby 8an9101d YO

's010000 yseds jeway) - 1U01130101d BA3

HON - 53A0|D 8ANDAI0Y]

‘AI0)28)$11eS UOIIRJIIUBA jBUNON - uonhejuap

‘SUO(I23NP 01 DuIP10Ide pasn uaym pannbar 10N - L0801y A01eKdsay

o8} 404 uOYN|IQ ANV 19Npoid Buypuey 04

‘SuUoN2a5p 0y BuProIde pasn s 1INPod veym pannbas 10N -
'se|B000 yseds jeonwayy -

HON -
‘aBueyina e Binsud

wawdinb3g A)20101d 18410
uolIN0ig dA3
SBA0JO) BA|193}01d

0] POPUBLNLIODS] S| LOJIBHIUGA |§207] "UOHIEHIUBA Blenbape yym Ao osn - volieiudAn
- 10)@1xis @1 ADUION}0

yby pesordde HSOIN OSn ‘sispe sopyped emqendsa 0] enuejod .

Ji SUOCHOBHP YUM BOUBPICIVE Uy PAsN UIYM AIGSSAIIU AYRWIOu ON - uopdat0id Aorendsay

pajyddns ss 1onpoid Bujpuey 104

NOILYWHOINI NO1LD310Hd TVIO3dS - A NOILO3S

BUON  UONEI|ISSRL] BISBM SNOPIEIVY
‘suoyeinBas 121334 pue ‘B1e|S |804
UM 82UEPI020E 1Y BISEM fe Jo Bsodsiq  |eSOdSIp 10) J3jney B1Sem PAsuady 0y ubisuo) “walsAs samos Aenues
10 J1219M BIBJINS O} 4SNY 10U OQ 'WNQ 10U O |joMdBap 10 waishs uduneas; jwabooIq pantunad pue pasoidde
ue u] jo asodsip pue J3eM PIjRUIWEIUOD 10/pue Pinbi| 801} JJGESNUOU 13A033Y - POYI3W (esods|q Isem

1918190 Swoyhuds ) versiud

1) CJeiem jo sassel0 om) sal Adimpowuy 'ONILINOA 30NUNT LON 00 ‘uoiiseBu) 10y m N; N
1981U09 paleadas 10 Patuosd 101)2 1BIEM YiiM US YSNiY 18 U0] UG 104
‘uoHuBLe
[eMPAW 186  EOINUIW Gl 10§ 1919M jO Audyd yiim S4B ysn) ABiRipewi) 190JuoD) 843 104
UGHUBYE (2P 128 NP §) Oupieely i uojuane
1paW 129 UONENASOs 12N BA0 “BUIYLIKY 10U §i 1R YsDI) D) BAOWAY ‘uoHReyY) 104

SAUNPE0IY PIY 18414 pue Advesmuy

‘UMoty suop Binsodx3 Aq peisasIBOyY AjjesausD SUONIPUOD NDIEWN
UMDY BUON DIUOIYD)

"SR 0 B3Y1MP ‘BUNLOA "BeSNRY BSNED Avyy uoyisaby Ag
‘UOIIBZNISUBS 10 UONRIYIY ISNED Aepy 120U ,ﬁm Ag
UORILIY BIRIBPOW BSNED Ao 199ju0) 843 A
‘vopwil Aio1esdses pyws eqissod wonmEys Ag
nuvoy
24NS0dXBIA0 JO 8100));

SIUBIPBIBUY SNOPILZEY O AL IO} )l UOYIDLS O] 816U ‘(N
“upjs ‘UclejRYuy

SDNISA JRUL) Proysang
"!:-canw_o-o.zozrlst.

Yiva QEVZVH HLTV3H - A NOLLD3S

‘$19npoxd LoRISOdWO3P BUIEDI PoAY "SPUNOCIND BuON|] %) AfR1ueiod JBI0 PUR PINE IOMI0HY LU
AW 3A0QY PUG 4o00F 18 PBUNIO} SIINPOK] LOLSOWDII SPIZEH uojsojtixg pue ajj .ﬁ
‘SRORUYD
san) Bunydy uaym smsledde Bupyieerq pauRiuLod-|13as asn 13UNpesoid Bupyby 8i4 |eided:
‘o

U) POAJOAUS AjENIOR j2SI8W J0) BHIGANNS BMBIL B0 10 20D |Bawayd AR ‘weo) BeM eipaw BuiysinBupx:

YN YN .

REN 137 (%) s siqswey 30002 < (oise) pesor) ‘Bel) wing yse)

V1VQ QuvZVH NOISOT1dX3 GNV 319 - Al NOILD3S
592 BIRNUIOUDY) 10
*J0PO MPAIDE PR Ylim LOIsLBdSNS o:aoaoencn it 10p0) puUt S8
{1 = 191em) eqjssedsiq 1B WY

b~ ;818 UOyBI0dEA] 1< ) = xsstg

62-59 YD Ag OHIEIOA 1UaSIag 0 :{('Dy ww) snssary sode

%01 {1 = O%) Aig oyoeds ae *(do) tiod Buggo

ViVad TVOISAHd - I NOLLD3S
‘(1100Z1'0101 HIDL

uj pepiroxd SO 3qepeAR Bpew 8q WM  A1aIdold,, S8 palsy siuepeibur ButiBduud LOIEUIOoY| ‘usbouIdIed pey
© 5) BJUBISNS BUJ §) %1'0 URYL 1219310 0 ‘% UeY) 81820 SUOYIRAUBILOD 1@ Juesard pue snopiuzey Buseq 1
PaUBPE BSOY) BIT UOHIDS SIY) Uf PAISY SjLAPdItu) "PIePue)S LOHEUNUILOYD piezeH §VHSO Yik 33uepode

‘|esodsip 10) dzZVHNLIV0D) ON UM N IUN _5¢-92 YN voisiadsip E&.ﬂ:
‘dn d3aMs JO (A0YS  |@BIEW |UBGIOSQR 19KI0 10 “I0S ‘PUBS '|SNPMES YiiM dn HEOS  SEBIE MO| JO 'SAemiatem HI9JY 'YHSO {(13LS HIDIV) ATLHIOOVY 13d VHSC WM AQ % ‘ON'SVD Pk
's1amas Bupdlud woij pinbiy U3ABlY - pads 10 pasedjay s )81 938D u) uaxel oq o) sdag ‘diN ‘OHVI Aq sy
ojuaBou)died 18410
§34Na300Ud NV3IT 4O T1idS - I1A NOILD3S §9 pasin
SINIIGIHONI SNOAUYZVH - 1| NOLLO3S
. N30 |OU HIM :uopezpawi|od sSNopIvIel BUON  JBGWNN G 100 YN - epnIuLK
‘4o08y BAOGE Saim@iadusal 18 SPUNDAWOD BULOTY) J1x0] Ajjeiualod 13Y10 pue SnopiezsyUON :$8€JD piezeH 104 YN - Ajpuse (eagueny
prow oponj)oipAy wioj Aepy  “Swo)d ayy-nyf BSNEI ULd YayM siodea Buney eig1aqy Aew seoepns (4o08Y) YN - nE>:.o:>m pus .Eﬂﬂ _-og
00052 yu# 1anew signojied (0 1DRWOYD 1By YUM SIS0dWOIRQ  ONPOoId uolisodiuod3g snopiezey . . 00€)-798 (802) - ON suoydaey
‘UMOUY BUON (proay 03 sjeuadiepy) Aijlignedwooug S1609 ) '8A0ID) $:BUMO() - PEOY BJIAUBNEMA O0ET - sS&Ipf
:PIOAY 0} SUONIPUOD e Ages AuRdilio?) 101SepyaNABS BY| - suIEN S A0.MNN0WINUS
10}00103d s 419G14 - swepN (spwig! 1onpo
ViVQ ALIAILDVY3Y - A NOILD3S T NOLLD3S
§ 0 1 8bey ooeL-v96 (8oL) Jequny suoydajay Aouabiaw] S1503 ! '9A0D S10UMO(]
(00210161 YD 62 Ylm $9dwo)) PeoY O)liAudLIRM 0082

10193101d ysai413qi4

133HS Viva AL34VS TVIHILVRHN

Auedwo)) 19)seWasiAIRg By

F

Q
1IC
v o




a8vd

HHTIYAY Ad03 1

.,
<5
Al

bLe

SnopiIszeYuUON

.uco:n.:au. _.Ew%au PUE "BIRIS "J820] YIIM BIUEPINDE U| B)SEM BB JO asodsK] “IBNeY ajsem
¢ 01 poubysuod Bq PINOYS SANUEND aBie  1amas 0] PaySN]) 6q AW SIUNOWE jRWS - POYIdW (eSOdSIa disem

1UOHET|jISSELD S SNOPICIBH

“131em yhim Aeme ysnpj
10 [BADYS 8 Ul BAOWDI PUR JUBQIOSQR PPY - PalNIAS 10 PaSE3|RY 8| [BIBIEW I8B) u| uaNel oq 0) sdag

$3UNAII0Ud XV HO 171dS - 1A NOILDOTS

"NI20 10U MM uojyezpiawi|od snopsezey

‘UMOLY BUON  :$10NPOId Lo s0duI003Qq SnOpiezel

‘sjena)ew Mupjoe Ay “(proay 03 sepaiepy) Atiignedwonuy

‘UMOUY, BUON eiqgeis  Aujiqers

*PIOAY O} SUONIPUOD

V1VQ ALIALLDOY3H - IA NOUOJIS

‘SIS{S190 UOYR[IY J) UOHUNIS JeAPIW 18D Biiylop

POJRUILIRIUDD IBPUNE] PUR BAOWAY  “JBJEM Yim Alybnooy) ums ysnjd 119JUOD) UG 104

‘Maie|pausy ugpsAyd e "BupILIOA BINPU} I31BM JO NI BAD :uonsabuy 104
‘uRdisAyd @ 1nsu0d ‘sisisied uopeIpy §) "AIIBUOISE3ID0 SPY ISMO}
pug 1eddn Ouljy SeINUIW G} ISER) 18 10) 1B18M |0 Sjunowe alie) yim Ysn)4 IR0 8Ag 04

“}R 4534) O} AOYY .uoljejeyu) 103
$3)Npadvid pyy 18514 pue Aoualiswy

Paujuu®msQ 10N - N

1onuDly 3241053y S sousvry Suruosvay puv upvay s,08d 123044

8|qedyiddy 10N - YN

L]
SLd .
UMOUY SUON SPIETRY UO|SOKIN ] PUE 841, |STEON

F12o(WoyD DUIMOA $33] DUIRIDY] W LIOK BG SARAMS PP
Buiy1012 0ANI3I0: pur smssedde Buiy1ed:q POLIRIUOD- J1AG $3INPad0ig BuNyBy4 8213 WM

200 13t w1papy BurqenDug

L /i) ym
3N REY] Nw spqewwe)y 40002 < (P15 pasci) Dej) jugog ye
Y1VQ GHYZVYH NOISOT1dX3 ONV 3did - Al NOILO3S

01-68 ‘05 10} P3N Hd €0l SISO 0
. *20p0 eud ynm pinby suty H0P0 pUs ENSION
(v = 101EM) ‘e[gnios Ajepdwo) .!.3 " rlu

b~ -918Y uoyjiodeA] 1< 1 = ny)Aw
52-0¢ N40PM AQ BHIRIOA 1UBIBG N { By ukw) enssag o

L0} A = 044} Aipern ypads e < (o) 1ur04 Ouy

ViVQ TYIISAHd - It NOILO3S

00Z1 0161 UAD B2 W PEPN
s¢ BpqeieAe apew oq jm  Arejepdosg. S¢ paynuan] sjuapaiby Buiuiacuod UO{IRWICILY  UODOUOND Pl
e $1 BoURISQNS 8U) )i % 1°0 Uyl 210810 16 "% 1 vey) 8180 SUOIRRUBIN0D 18 JUasax] PuUe SNOPNIEY Duweq
pannuap) asoy) 818 UOJI03S SiY] Y PAISH SIUNPBIOU) ‘PIBPURIS LCHIRNUNUILOD PIRZBH §.VHSO YIM SIUSPION

‘CIFP |FUOIIPPE 20) A LOYIOS 8

P1Ie MNEIee e
‘UMOUY BUO| :unsodxg A waeifify Ajjesauag suoppuod |eojpay - ON IN IN IN 01-2 »-00-09 BusLIEPIISH
L) N 3 Aq p3) v All 9 Hpuog |ed|payy oN wdd g wdd ¢ wdd ¢ 02-01 Pvatyid SUIOUN
“191em BUNULIP Uy PIIBISILRUDE UBYM S1B1 O] HUBBOUIDIED OSIE SBM VIN ; ; _
‘sAsupy pue 10811 ieuyn ay) jo s:own) Guipniau) "ApNis GuIPaa) BINJISUN 129UBD JRUOHEY © W1 B3I PUR Siel O} .—“__mevh&m»ﬂ Smhnm_e—_._._woi ALHIOOY 13dVYHSO MWAqQ%  ON SV¥D wepai
Juabourores eq 0} punoj sem YoM (%200 ) PI9. Jd3e)NoNY 10 sanuenb adel suelUoo yiIQ3  BION Seoues vl
"UOHIBIY 10 SSBUAIP BSNED ABW UNIS YIIM 1921U02 PaBuOoId 10 paieadoy o0y - se paisy
‘UOJ IR P BIQISSO4 12e1u0D) uns Ag S1NIICIUONI SNOAUVYZVH - Il NOILO3S
"BBYLIGIP PUB BOSNBU BJQISSOd "UOHIBNNY [BUNSALIONSEYD) :uoyisabu) Ag
. woneys) :12ejuoy) aAg Ag
19821 A0181)dsas JO uopely apgissog :uoneteyu) Ag . VN - B sdteom
oona nsov.ﬂsmccmn ‘esely M.oam.-c.“. H.Oﬂ «ﬁ : swiuouls -.E-»u. vy “o-t..
sinsodxaie LR T : -
AD J0 5193443 . croumoq 00LL-798 (902) - ‘oN .:o:aoﬂﬂﬂoeﬁ
“WBPBIBu} SNOPIBZRY |0 ATYL 0] §f VOIS 85 AN :BnjeA Jwi ploysasyy S1G08 7 '6ADID S10UMO() - PROY BHIAUBIRM O0EZ - 8y
1981U00 UPS  :@1nsodx3 jo .ur.:oz Atewprg AusdwoD) BiseenrIeg BYyy - My 8 3%
Siid 8PLioem - swisp (epeag) 120
ViVQ QUVZVH H1Tv3H - A NOLLO3S {HOUD3s
Z 10 1 obay 00€1-v96 (802) Jsequiny suoydaiay Aouabiawg S1509 ) ‘8A019 LGUNOQ
(0021°016t 4D 62 Wim $3IdwoD) PEOY SHIAUBLIBAA 00€L
SNid 9pIIoliem 133HS V1VQA AL34VS IVIHILVIN Auedwod saiseneoiues sy

llmml



Ty i540 4d0g 10

T
-

3.8

PAYSIQNST 10N AN

pau|uLeiag 10N - N

IDNUOWY 2041053y S, 42UsDF] :3upuosvay puv Juipvay s,08d 13fo1g

$4¢

9|qesjiddy 10N - ¥/N

686} 'Z sung :pajep w0) snoexd Sepe3edng
0661 '9 Hxdy  :uoyeiedad jo 8190

1ohuo) Aeny pue 018U
WaWdORAS(Q 19NPOLd ‘1012950 oy yueay puw Ajejeg jeuouedniaQ
Q ud 'uswdio) | PiAeQ :Aq parosddy sdiiiyd Y uyor :Ag _...a!&n

‘UMOLY BUON :SUCHNEID IO
"U0|IE30) AIp "1003 8 1) 80)5 :Bu0Is pus Buypusy U] LIRS 3] 0 SUORNTISIEN
SNOLLNYI3Hd T¥I03dS - XI NOLLO3S

"pepeou Aeunou \oN - Juewdinby sA198101d WyK—
- 'papasu Ajewiou joN 0011201014 SA=
"13qqNs 10 UEN SBAD(E) BA|I9N01—

‘AIOIORISNTS VOHRHIIUBA [RUION

VO LD o
‘pannbas Ajjeussou JoN

LO19101g A0)1eN0Es—
esf} 104 UORNYIG 49 Y 1I9NPOId Bujjpusy 104
1981L00 UpS 0} pannbe: se 10§29 0pue

vorde snopzadun seam ‘81e1IUBIU0D Duppuey U3YM EM220 Dupyseds 5 - 1ustdinby SMIINN0LS U —
"$2j0000 yseids [eoqweyd - UONINI0I A=
22qQNs 0 HWEN - SOA0ID) BAHIR 0N
‘A0120JE1IES UONUHUGA [RUON - uolegIue s
‘Popadu Ayeuncu 10N - UO10810%4 Aro|endstn—
paiiddns 8¢ 1onpoad Bujipusy 104
NOILYWHO NI NOILD310Hd 1¥iD3dS - A NOILO3S
Z 10 z 8bey 00£1-v96 (804) 10quinN euoydaie) Asuabiow3 $1509 71 ‘84010 s10umMOQ
{0021°0161 YD 62 Yitm $adwo)) PEOY ejjjaudLIem 00EZ
snid apioies* 133HS VAIVG A! 1S TVIHILVIN Auedwo) Jaise et (g

\Ulm

l-'llllll-"l!"'lll[




TUITION ASSISTANCE

The Medical Center has an extremely good Tuition Assistance policy for employees who are taking college level
courses toward a degree in health care or other job-related field. The following information is a summary of the

policy and the bow to's of applying for Tuition Assistance. For more information please call Ann Coulter in
- Personpel. (x8801)

TUITION ASSISTANCE POLICY

The Tuition Assistance policy enables the Medical Center to pay 50% of college tuition at the time of registration.

The intent is to ease the financial burden on employees of amassing large amounts of money at the beginning of the
semester.

) Employees are cligible for additional assistance if they obtain a grade of *A* or "B" in their courses. An "A* will
bring another 50% of tition; a “B" will bring 25 %.

Full time employees are eligible to apply for Assistance after six months of employment. Part time employees are
eligiblé after twelve months. Per diem employees are eligible after five years continuous service.

There are no dollar limits on Tuition Assistance per academic year. However, full time employees are limited to
assistance for 9 credits per semester. Part time and per diem employees are limited to 4 credits per semester.

Employees are required to make a work agreement in exchange for the Tuition Assistance. The hours/dollars ratio
is 2080 hours for every $3000.00 received. Employees can compute the hours they will owe by finding 69 % of
the dollar amount of assistance for which they apply (2080 hours is 69 % of $3000.00). The hours owed for Tuition
Assistance are in addition to hours owed for any scholarship received from the Medical Center.

Employees who receive a grade lower than a "C* or who drop the course(s) are obligated to pay back the tuition
advanced. Employees who terminate from the Medical Center before their work commitment is complete must pay
back the balance with 8% interest.

HOWTO DO IT

BEFORE REGISTERING FOR COURSES employees should get an Application for Tuition Assistance (blue form)
from Personne! or from the forms display, Mall and Garden Level, Amherst Site:; mail room, Cork Street site.

Courses must be approved by the Department Head/DPS, by the Divisional Vice President and then returned fo
Personnel.

Once approved in Personoel, undergraduate student employees will be given a letter addressed to the college or
university stating that WMC will pay 50% of the tuition. The employee is then responsible for the balance of the
tuition. They present the letter and their own payment (o the school business office at the time of registration. The

school will bill us after the drop-add period. (The Medical Center can arrange such a program with any accredited
college or university.)

Ounce grades are received at the end of the semester, they should be brought to Personnel so that the work obligation
can begin to be paid back to the Medical Center. If the employee is eligible for additional reimbursement based
on grades of "A” or "B", the Grades Reimbursement form (white form) should be sent with grades. A check will

be requested in the employee's name and seat (o their home. The work obligation for Grades Reimbursement.will
be calculated at this time.

Revised 8.20/92
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PROBLEM SOLVING TECHNIQUE

[START |
!
DOES THE STUPID THING
WORK? NO
YEs |
DON'T MESS DID YOU MESS
WITH IT! WITHIT? NO
YES
4
DOES YOU DID IT AGAIN,
ANYONE YOU
NO KNOW? DIOT!
YES
[ HIDETIT [
YES
, WILL YOU GET BLAMED
YOU POOR ANYWAY?
FOOL!
NO
‘ DUMP IT BEFORE IT
STOP! GETS WORSE!
GO HOME
‘ BEFORE
YOU DO
DAMAGE!

Lightly.

Paulson, Terry L. Making Humor Work:

Take Your Job Seriously and Yourself

_78

Los ATtos, CA: Crisp PubTications, 1989., p. 45.
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MEMO TO THE CLASS

This class is structured around the types of writing performed at Winchester Medical
| Center (WMC). We will begin by discussing the characteristics of written business
communications and then examine how to effectively write memos, letters, summaries, and
! instructions for performing work-related tasks. Additional activities will be the evaluaton
| of exising WMC documentation such as letters, instructions, and policies from content,
| organizational, and grammatical peints of view and the development of a project that stems
| from a need in your department.

| THINKING: Thinking is a large part of writing bacause thinking is 'process oriented’ and
| so is writing. The writing skills you will use include research, evaluation, and synthesis
of information, as well as the organization of ideas. These skills are also high level
thinking skills; therefore, the process of writing will be considered as critical as the final
| outcome of your writing activity.

| COMMUNICATING: Communicating in written form is different from communicating
orally. For example, in written communication, you do not have the advantage of noting
facial expression or voice inflection; you must take into consideration purpose, audience,
§ and organizational and grammatical structure.

TAKING PART IN GROUP ACTIVITIES: Working in a group in the classroom helps

you to lear more about working together and team work on the job. Some of the

activities in s course will be completed in small or large groups that allow you to learn

how to parn.:pate effectively in a group, as well as experience the collaborative writing
process.

USING RESOURCES TO BUILD YOUR OWN KNOWLEDGE: In this class, you will
learn how to use a variety of both text and human resources to help you collect and
develop information and ideas for your writing activides. You will also use resources to

develop a presentation on a grammatical topic that is relevant to the needs of the class.

s~ —.
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Section I. Notes
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"Good Communication is as
stimulating as black coffee, and
just as hard to sleep after.”

- Anne Morrow Lindbergh
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Some Differences Between Writing At School and Writing At Work

Area School Work

Purpose To learn (educational) To do or perform - has practical,
direct application

Audience Instructor Many different people - co-workers;

supervisor; dept. head; patients;

insurance companies; visitors
Ownership You own your work Your company owns your work

because you are their representative

Environment while

Creating You are in control of your Many distractions. You're often
environment and can readily placed in a large office with other
change it. Also, your deadlines people. You usually have deadlines
may be somewhat flexible. you must meet.

Political

Considerations None. Your instructor should There are many political
remain objective regardless of considerations with what you write at
your topic. - work - both internslly as well as

externally. Always keep in mind the
"culture” of your organization.

Strategies...

"Speak English!", said the Baglet. "I don’t know the meaning of half those long words, and what’s more, I don’t

believe you do either.”
- from Lewis Carroll's Alice's Adventures in Wonderland

Project PRO’s Workplace Writing Section I, page 2
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Writing Is An Action!

L Your business writings are social communication actions. Everything you write will be
an interchange of ideas and feelings between you and your readers.

° Your communications will establish an individual relationship between you and each
person who comes in contact with your work. Each person will read with his/her own
eyes and react with his/her own thoughts and feelings.

Project PRO's Workplace Writing Section I, page 3
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_ Write With Your Readers In Mind!

o Before you begin writing, ask yourself, "How do I want to affect my readers? How do
I want them to react?"

L Always "speak" with them as if they were standing in front of you. Remember, because
writing is an action, your absence should not change the tone of the communication.
Never write something that you wouldn’t say if you were having a conversation directly
with the readers.

Three Important Facts About How People Read

] Readers Create Meaning: Readers create their own meaning based on the sum of their
life experiences and what you have written. No texi can be interpreted in only one way;
therefore, when you write, you should try to be as explicit as possible. Do not make
your readers struggle to understand what you are trying to say. Do not use difficult or
stilted language. Despite what most people think, the key to good business
communication is simplicity not extravagance.

o Readers’ Responses and Reactions Are Shaped By Situation: When writing, if at all
possible, be familiar with your readers’ situations. Find out their ideas about a subject
before you commit your thoughts to written words.

° Readers React On A Moment-by-Moment Basis: Keep in mind that one negative word
or phrase in your document could alter their final opinion of what you have written.
And, if you have bad news to deliver, place it between two pieces of good news.

Strategies...

"No one can write decently who is distrustful of the reader’s intelligence, or ufiose attitude is patronizing.”

- E.B. White

1
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Strateg ‘s For Keeping Your Readers In Mind

L Keep a reader - d writing approach: never forget who your readers are.
® Talk with your  _.ers: they’re the best resource available!
® Help readers focus on key informatior: have a strong topic sentence; use headings and

lists whenever Hssible.

° Tell your re how things are relevant to them: be specific and provide examples.

Project PRO's Workplace Writing Section I, page §
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The Writing Process

Writing is a very mechanical process. If you follow a simple five step approach, your
written tasks will more than likely be well developed and organized.

Step One: Brainstorm to discover what you know.

Step Two: Develop a topic sentence or thesis statement. Before you write your topic
sentence or thesis statement, think! What is your topic? How will you
organize the details you want to include? Be sure you write these down
so you can refer back to them often. Writing your topic and
organizational structure down will assist you in focusing on your subject.

Project PRO's Workplace Writing 2 q 8 Section I, page 6




The Writing Process (continued)

Step Three: Create an outline.
Step Four. Write a rough draft.
Step Five. Revise.
Strategies... Delete Excess...

"If it is possible to cut a word out, always cut it out. Never use the passive voice when you can use the

active. Never use a foreign phrase, a scientific word, or a jargon word if you think of an everyday English
equivalent.”

- George Orwell, Politics and The English Language
-
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Techniques For Generating Ideas

Beginning To Write

L Often, the most difficult part of writing is starting. While you may know generally what
you want to say, writing that first sentence may be tough. Develop a purpose statement
that only you will see. Such a statement may simply read, "My purpose in writing this

is to...." Writin*is statement may put clearly into focus what it is you are trying to
tell your readers. ~

In order to begin any form of written communication, you must generate ideas. There
are several different ways you can do this.

Strategies... You must have s purpose...

Alice: "Would you please tell me which way I ought to go from here?* Cheshire Cat: "Well, that
depends a good deal on where you want to go." Alice: *I don't mmch care where.” Cheshire Cat: "Then
it doesn’t much matter whichk way you go.*

- from Lewis Carroll’s Alice's Adventures in Wonderland

o
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Generating Ideas (continued)

o Talk with someone else: by talking with another person you can explore your ideas more
thoroughly, perhaps get new ideas, and figure out how you might make your message
clear, complete, and compelling. If your conversation is with one of your readers,

you’re even at a greater advantage. Ask them what questions they want you to answer
in your communication.

° Develop and Study a Table of Your Data: If you know you will have to include figures
and/or data charts in your communication, compile those first. They may immediately
highlight interesting information that you know will be interesting to your readers.

° Brainstorm: This activity is used to generate thoughts about your subject as rapidly as
you can through the spontaneous association of ideas. This method is especially effective
when you begin with very little idea about what to tell your audience, or when you have
thought a great deal over a long period of time about a subject and now want to recall
all your thoughts. The brainstorming process is as follows:

®e®  Review your purpose and understanding of your audience.

ee  Ask yourself, "What do I know abeut my subject that might help me achieve my
purpose?”

®e®  As the ideas come, write them down as quickly as you can, using single words
or short phrases. As soon as you list one idea, move on to the next.

e®  When your stream of ideas runs dry, read back through your list to see if your
previous entries suggest any new ones.

ee  When you no longer have any new ideas, gather related items in your list into"

groups to see if this activity prompts new thoughts.

Strategies... Sharing Informatioan...

-"Many ideas grow better when transplanted into another mind than in the one where they sprang up.”

- Oliver Wendell Holmes, Jr.

Project PRO’s Workplace Writing Section I, page 9
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Generating Ideas (continued)

® Write a Throw-Away Draft: This method of generating ideas is similar to brainstorming,

except you are writing prose versus a list. You refine your ideas as you write without
discarding any idea. After you have generated your prose, read back through it to
identify ideas worth telling your reader and discard the others. This method is especially
good for developing your mein points. It is most effective when used in brief
communications or small parts of larger communications. The usual procedure for
writing a throw-away draft is very much like that for brainstorming:

®®  Review your purpose and understanding of your readers.

®®  Ask yourself, "What do I know about my subject that will help me achieve my
purpose?”

®®  Asnew ideas come, write them down as sentences. Follow each line of thought
until you come to the end of it, then immediately pick up the next line of thought
that suggests itself. _

®e®  Write without making corrections or refining your prose. If you think of a better
way to say something, start the sentence anew.

®®  Don’t stop for gaps in your knowledge. If you find you need some information
you don’t have, note the place where you would use it, then keep on writing.

Project PRO’s Workplace Writing Section I, page 10




Generating Ideas (continued)

° Make an Idea Tree: An idea tree is a sketch of the various topics and subtopics you
might discuss in your communication. It helps you explore your subject by logically
identifying its parts. The following diagram shows what an idea tree might look like:

QOverall Subject

Subtopic A Subtopic 8 Subtopic A Subtopic B Subtopic C

To create an idea chart, use the following procedure:

ee  Review your purpose and understanding of your readers.

®e® At the top of the sheet, write the overall subject of your communication.

®e®  Ask yourself, "What are the major topics I might take up in my communication?"
List those topics across the page, below the subject. Don’t worry about their
order.

®e® Draw a line (or branch) from each topic to the main subject.

ee For each topic, identify the subtopics you might take up. Join them to their
topics with lines.

ee  Keep subdividing until you run out of ideas. It’s fine if some of your branches
have more levels than others do. Take each branch as far as you can, whether
to the topic level, subtopic level, or some lower level.

Project PRO’s Workplace Writing Section I, page 11
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Generating Ideas (continued)

® Draw a Flow Chart: Flow charts can help you decide what you might say about a
succession of events, such as when you are describing a process, explaining how to
perform a series of steps, or proposing a sequence of actions. To generate these ideas,
you can draw a flow chart by elaborating on the following basic form:

Step 1 Step 2 —-“ Step 3 “

Suggestions for using flow charts to generate ideas about your subject include:

®e® Review your purpose and understanding of your readers.

®e List (perhaps mentally) the steps or activities in the process or procedure.

®e® Draw the flow chart, leaving lots of blank space around each box, especially
above and below.

®®  Brainstorm about the things you might want to say about each activity or step.
Write your ideas above or below the boxes.

®®  When you no longer have additional ideas about a step, review what you have
written about the others. Often a piece of information you might provide about
one step or activity will suggest a parallel piece for others.

Project PRO’s Workplace Writing Section I, page 12
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Generating Ideas (continued)

o Make a Matrix: A matrix is a table writers can use when comparing two or more things
in a parallel fashion. Below are the steps in using a matrix:

®e®  Review your purpose and understanding of your readers.

ee  List (perhaps mentally) the items you will discuss and the general topics or issues
you want to cover when discussing each item.

ee  Draw a matrix, listing the items down the left-hand side and the topics across the
top. Make as much room as possible in the matrix to write down your ideas.

e  Brainstorm to determine what you could say in each of the boxes of the matrix.
Write you ideas in the appropriate box.

ee  When you no longer have additional ideas for a box, review what you have
written in the others. Often a comment you make in one box will suggest a
parallel piece of information for the others.

Example of a matrix:
Topic A Topic B Topic C

Item 1

Item 2

Item 3

Item 4

Item S

Project PRO’s Workplace Writing Section I, page 13

ERIC | 3ui5




Guidelines For Critiquing Peer Writing

L. Is the purpose of the memo clear?
2. Does it address the desired audience?
3. Is there relevant supporting information?

4. Is it well formatted?

5. Is the style active, direct, and as brief as possible?
6. Is it relatively free of grammatical errors and misspellings?
Strategies. .. Be Brief...

"The most valuable of all talents is that of never using two words when one will do.*

Project PRO’s Workplace Writing

— N

- Thomas Jefferson

Section I, page 14




Guidelines For Grammar Presentations

1. Use at least three different sources. Be sure you reference from what sources you are
gathering information.

2. Define your topic clearly.

3. Provide relevant examples to support your definition.

4, Write-up your presentation in paragraph(s) form.

5. Present your presentation orally to the class. (I encourage you to use visual aids to assist

your classmates in understanding your topic.)

Project PRO’s Workplace Writing Section I, page 15




Grammar Presentation Topics

Sentence fragments and run-ons

Subject-verb agreement

Pronoun agreement, reference, and point-of-view
Misplaced and dangling modifiers

Apostrophes

Quotation marks

Commas

Other punctuation marks

e R et e

Project PRO’s Workplace Writing Section I, page 16
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Letter Format
Block Format For Letters

(Letterhead)

4 September 199_

Ms. Ann Coulter
Winchester Medical Center
1870 Amherst Street
Winchester, Virginia 22604

Subject:

Dear Ms. Coulter:

XXX XXX XXX XX XX XXX XXX XXX XXX XXX XXX XXX XX XX XXX X XXX XXX XXX XXX XXX XXX XXX XXX XXX XXXXXX
XXXXXXXXXXXXXXXXXXX XXX XX XX XXX XXX XXX XXX XXX XXX XXX XXX KX XX KX X XXX XXX XXX XXX XXXXXX

XXX XX XX XX XXX XX XX XXX XXX XXX XXX XXX XXXXXXXXXXXXXXXXX.

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXX XXX XX XXX XXX XXX XX XXX XXX XXX XXX X XXX XXX XXX XXX XXX XXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX XXX XXX XXX XXX XXX XX XXX XXXX XXX XX XXXXXXX

XXXXXXXXXXXXXXXXXX XXX XXX XXX XHX XXX XXX XXX XX XX XXX XXX XXX XXX XXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXX.

~
3

XXXXXXXXXXXXXXXXXXXXXXXXX*XXXXXXXXXXXXXXXXXXXXKXXXXXXXXXXXXXXXXXXXXKXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX.

Sincerely,

Tamara C. Fleming
Instructor, Project PRO

Enclosures
cc: Ed Mason
TCF/js
T S— |
Q
‘ Project PRO's Workplace Writing 3499 Section I, page 17



N

Letter Format
Maodified Block Format For Letters

(Letterhead)

4 September 199 _

Ann-Coulter

Winchester Medical Center
1870 Amherst Street
Winchester, Virginia 22604

Re:

Dear Ann:

XXXXXXXX XXX XX XXX XXX XXX XXX XXX XXX XXX XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXX XXX XXX XXX XXX XXX XXX XXX XXX XXX XXX XX XXX XXX XXX XXX XX XXXXXX XXX XXX XXX XX XX XXX XXX
XXX XXX XXX XXX XXX XX XXX XXX XXX XXX XXX XXX XX XXXXXXXXXXXX.

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXZXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXX XXX XXX XXX XX XXX XXX XXX XX XXX XXX XXXXXX XXX XXX XXX XXX XXX XX XX XXX XXX
XXXXXXXXEXXXXXXXX XX XXX X XXX XXXXX XXX XXX XXX XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXX,

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXX XXX XX XX XX XXX XXX XXX XXX XX XXX XXX XX XXX XXX XXX XXXXXXXXXXXXXXX.

Sincerely,

Tamara C. Fleming
Instructor, Project PRO

Enclosures
cc: Ed Mason

TCF/js

3:i0
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Letter Format
Modified Block Format With Paragraph Indentations

Lord Fairfax Community College
P.0. Box 47

Middletown, Virginia 22645

4 September 199 _

Ann Coulter

Winchester Medical Center
1870 Ambherst Street
Winchester, Virginia 22604

Dear Ms. Coulter:

XXX XXX XXX XXX XXX XXX XX XX XXX XXX XXX X XXX XXX XX XXX XXX XXX XXX XXX X XXX XXX XXXXX -
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX XX XXX XX XX XXX XXX XXX XX XXX XXXXXXXXXXXXXXXXXXXXX .
XXXXXXXXXXXXXXXXXXXXXXXXXXX.

XXXXXXXXXXXXXXXXXX XXX XX XXX XX XX XX XXX XXX XX KX XXX XX XXX XXX XXX XXX XXX XX XX XXX l
XX XXX XXX XX XXX XXX XX XX XXX XXX XX XXX XX XXX XXX XXX XXX XXX XXX XXX XX XXX XXX XXX X XXX XXX XXX

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX XXX XX XXX XX XX XXXXXXXXXXXXXXXXXXXXXX XXX XXX
XXXXXXXXXXXXXXXXXXXXXXKXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX.

XXXXXX XX XX XXXX XX XXX XXX XXX XXX XXX X XXX XXX XXX XXX XXX XX XXX XXX XXX XXX XXX XXX
XXX XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX.

Sincerely,

Tamara C. Fleming
Instructor, Project PRO

Enclosures

cc: Ed Mason

TCF/js

)y ¢
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Business Writing and Listening Skills:
Just another "red hearring"?...

Workplace writing often requires you to do a lot more than formulate a brief memo or
letter to a supervisor or co-workers. Sometimes you must perform research on topics on which
you are required to write. Your research could include consuiting with other workers who have
either been in a position that is similar to yours or are familiar with the topic on which you are
writing. In such instances, both listening and "asking the right questions” skills become critical
to your success.

Did you know?... The average adult spends 31% of his or her waking
hours listening. Only 7% is spent on writing, 11%
on reading, and 21% on speaking.! (Other
estimates indicate between 35-40% of white-collar
workers’ days are spent listening.)?

The listening process...

Listening is a five step process. It involves the following actions: acknowledging;
decoding; judging; remembering; and reacting.

Strategices... Listening Priorities...
"We have been given two ears and but a single mouth in order that we mmy listen more and talk less. "
- Zeno of Citium

Q Project PRO’s Workplace Writing 312 Section I, page 20
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Types Of Listening

1. Content listening. When you are performing content listening, your goal is to l
understand what the speaker is telling you. You do not need to judge the
information you are given. I
2. Critical listening. While performing this type of listening, you are looking to I
|

uncover flaws in the speaker’s reasoning. You are questioning the information
that is given to you.

3. Active listening. In this listening role, you are to act as an empathetic individual
not as a judge. Your role is not to determine the nature of the speaker’s
information - accurate or inaccurate - but merely to listen. '

Project PRO’s Workplace Writing Section I, page 21




Strategies For Improving Your Listening Skills

1. Pay attention! Try to focus all of your energy on listening to what the speaker
is telling you. There is a big difference between hearing and listening. You must
do more than hear what is being said. Listening involves the intent to both
acknowledge and comprehend. Also, don’t be distracted by the manner in which
the speaker delivers his/her information. Remember you are concerned with
content only!

2. Look at the speaker. Eye contact is one way of reassuring the speaker that you
are listening. It is also a way to focus on what is being said. In addition to
maintaining eye contact, be aware of the speaker’s and your own body language.

3. Always try to ask questions (either by jotting yourself a note or by politely
interrupting the speaker) on which you can later ask for clarification. Performing
this activity will keep stimulating your ideas, thoughts, and questions on the
subject.

4. Always try to constantly predict what information your speaker will provide for
you. Just as in reading, trying to determine your speaker’s purpose and intent for
telling you something will assist you in gathering the right information. Or, at
least it will enable you to begin thinking about your subject.

l. McWhorter, Kathleen T., College Reading and Study Skills, Fifth edition.
HarperCollins Publishers, 1992.

2. McWhorter, Kathleen T., Efficient and Flexible Reading, Third edition. HarperCollins
Publishers, 1992.

i

314
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WINCHESTER MEDICAL CENTER
DEPARTMENT OF SAFETY & SECURITY INCIDENT REPORT

SDR-00%-373

Kury WILDIA
- faE e

A
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N ]
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]
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Incigent NoO. Ciassincaton
Date & Time Recsived Time Assigned Time Arrived Scene Time Cleared Scene | Ofticer Assigned
0 1-11-93  2:]5p 2:]5pm 2:20 3:15 Npd Instice #17
g | Time of Occurrence Day ot weex How Reported
= [aeoween [393 1L g 11 1 2:00 | g = ENEEEHER e Gtner =
e 1 1y T 2:10 ' Unknown — GIMITIWITIFIS! Perscnal
Vicum's Name (Last, Frrst. MidQie-8USINESS) Race 5ex; 008 'Age| Business Phore
. Young, Amv L. 'Agn FJ-‘%O—"-‘.:‘A(\ _ 8691120
o | Vicum's AGGress Home Phone
- s449 Hunter's Lape Yinchestrer, VA 27601 7220000
g informaton Reportea By Acdaress Phone
victim
Piace whers Otfsrnse Qccurred
MC vigs ‘o _main t:mrlring 1ar
(W) Withesses (S) Suspects (V) victim {R) Runaway (M) Missing Person {A) Arrestees
@ [Coaet Name | - Address |  Phone | Social Secunty Numper
2| v ! Amy Young | 5649 Hunter's Lane, Winc. 722-0000! 000-00-0000
- |
I I
| | |
- Description of all Persons (use code - (W) (S) (V) (R) (M) (A)
f.’._ Coce) Race | Sex | HT | wr | oo08 | Age | Har | Comp. i Eyes | Glasses| Hat Coat sturt | Pants | Shoes
Sl v] AsniF TS1277 12017-30-52 40| blk) olive brni yes |
Sl slc I ¥ 16'0"| 180 130 | bndd light brnJ? mo | mo [ red | whitd.jeang wht.
- | | { l |
| I | | L
Property - (S) Stoien {L) Lost {F) Found (D) Damaged {R) Recovered (E) Evidence
Codel QTY | Description ! Senai No. | Value Emm':ﬂ: Uﬂamnc‘
E S | 1 | black leather purse with shoulder | |
w | strap. Contents included check~ |
g | | book, credit cards, $35 cash. | |
a i | | | i
i | ! i | i
Latents Lifted ' Statements Taken Protos Taken | Oisposition ot Evigence ‘ ‘ Property Card No.
Y ON®R Y NC YT NGx n/a Total $8S
= Suspect venhicte - (Cotor) (Yean (Make) (Mogel)
— vicum {License 8) (State) (Place Towed) =
Narrative - include detaiis not mentioned above
Wi At approximately 2:00pm on January 11, 1993 the victim, Xmy Young, was leaving the
E medical center after visiting a patient. As she approached her vehicle,which was
; parked in the visitor's parking lot, a man {see description above) approached her and
z an -
turn inside WMC. The suspect then grabbed the victim's purse and ran into the woods
behind Hurst House. The victin entered the WMC lobby and informed the person at
the visitor's desk of the incidemts The person at_the visitorls dask.ohoned gecurit
Follow Up Assignes 2% 3T Will Prosacute Yes T No Z
Otficer Assigned N Zd ,7""‘5 h L. d [} Case File ves - No :x
Case Clearea by Arrest — Clearea Other Means Regort for Commanweaith vesx- No —
< Juvenile Cara(s) Made = NOS. Entered Computer
Unfounded & Comoteted By Records

)
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WINCHESTER MEDICAL CENTER
DEPARTMENT OF SAFETY & BECURITY INCIDENT REPORT
SDR~272-92 Grand Larceny

incident No. Classificstion
Date & Time Received Time Assigned Time Artived Soene | Time Cleared Scene | Officer Assigned

12-01-92 10:30 AM 10:30 AM 10:35 AM 11:00 AM Jessie James #35
Time of Occurrence - Day of Week How Reported
v 92 % 11 130 1:00 | Dey Letter (]
H 7:30 | Uknown 29?3??? P e O
victim's Name (Last, First, Middie-BUSINESS) . Race{Sex]| DOB |Age| Business Phone

Winchester Medical Center 722-8000
Victim's Address Home Phone

1840 Amberst St. Winchegter, VA 22604
information Repatted By .

Addrees Phone
Mrs. Mary Smith, RN 722-1500
Level 5, office next to main nursing station
(W) Witnessse (S) Suspects (V) Victia M) Runeway (M) Missing Person (A) Atrestacs
Code Nerme Addrees Phone Social Security Number
¥ 1 Mrs, Mary Smith 99 Qak Lane
Winchester, VA 22604 665-0000 | 000-00~0000

TIMES.

]
w2

Between

'4_.0
o3t

VIGTIM

DATLE

PERSONS

Description of all Persons (use code - (W) (8) (V) (R) (M) (A)
Code| Race | Sex HT wT DOB Age | Heir | Comp. Eyes | Glasses H® Comt Shirt Panta | Shoes
Wwlw F Is's"l125 | 1-2-50 42] brn]light|blue lves

:DESCRIPTION

Property - (3) Stolen Q) Loat F) Found (D) Demagad M Recovered (E) Evidencs
Code| QTY Description ) Serial No. Vaue | Ereced o > hemoved
5 1 IVAC temp. plus II ) 0000000
thermometer & holder $250.00

___ PHONE #__

. PROPERTY '

| CHAIN OF CUSTOLUY RELEASED BY N/A DATE
RECIEVING AGBNCY DATE

Latents Uited Stateents Telen Phoms Teken | DWposon of Evdence moperty Card No.
Yl N&R e N0 YO NX N/A Totsd $250.(l,0

0 Suspect Vehicie - (Color) (Yeal) (Make) (Madel)
0 Victim {License ¢ - T
m-w“mmmi "

On November 10, 1992, Mrs. Smith, RN Level 5 noticed that the above listed item
had been removed from the nursing station. According to Mrs. Smith the thermometer
and holder was present with two other thermometers at approximately 1:00 PM.

| At approximately 2:30 PM, the item was missing. Mrs. Smith and her entire staff
searched the entire area on level 5 fom the items, but could not locate them.
er at that a similar incident had occurred in the department
approximately one (1) month ago. According to a report filed by officer Wyatt
Earp, on 10-21-92, the same type of thermometer was taken from the level 5 area.
These details are reflected in SDR-250-92. Mr. Joseph Jones in the Dispatch/

FolowUp Assigned 2@ 30 WiiProsscuts YesE  No O

omer Wﬂpﬁl’ Casefie Yes O No B

Case Clesred by: Amest 0  Cleared Other Mesns O Report for Commonwestn  Yes O No @
Juvenite Card(s) Mede 0  Nos Entared Computer
Comoleted By Records

WA Bl

NARRATIVE |

) PER1Y RECLEVLD uY

Saction 1. nasa 24

TRETTRR TP Than dai1sauoutm WILIIA

210 884N HICOWIN
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WINCHESTER MEDICAL CENTER l
DEPARTMENT OF SAFETY & SECURITY SUPPLEMENTARY REPORT

No._ SDR-272-92 Grand Larceny
Classification of Offense — UCR CO
page No. 2 Winchester Medical Center

VICTIM'S NAME {(Last

name first)
DETAILS OF OFFENSE. PROGRESS OF INVESTIGATION, ETC. Census Tract ____'

Distribution Department was contacted regarding the serial number issued by the

as to the identifying number.

Medical Center on the stolen item. Mr. Jones will notify the main Security Department l
are

12-02-92, 11:30 AM-=- Checked with Mrs. Smith and she sta "N c s up i

until after 5:00 PM. There would be no hospital personnel in the area that was not staff.

or authorized to be there." They have not found the missing item.

1
. |
4
+
] |
2 |
1_
1
i |

1 CERTIFY THAT TO THE BEST OF MY KNOWLEDGE THE INFORMATION SUPPLIED BY ME IS TRUE AND CORRECT, AND THAT | WILL TESTIFY IN COURT ANC
ASSIST IN THE PROSECUTION OF ANY AND ALL PERSONS RESPONSIBLE.

SIGNATURE — COMPLAINANT/VICTIM

STATUS: T UNFOUNDED 0 CLEARED-ARREST X PENDING .
O INACTIVE O EXCEPTIONAL CLEARANCE
E l{l‘ Creneo COMPUTER_,Z N CLEARED COMPUTER Y7 COMPLETED BY RECORDS 1
B N T
s PORT MADE BY APPROVED BY DATE —

Saction 1. pave 2§




Comparison and Contrast

Definitions: For our purposes, comparison is defined as "showing likenesses", and
contrast is defined as "showing differences".

However, you must do more in a comparison/contrast paper than show likenesses or
differences in a particular topic. You must make a point about your topic. Why are you
writing the paper (other than because you’ve been asked!)? What do you hope it
achieves?

Three possible positions: In comparison/contrast papers, you must choose one of three
possible positions. These three positions are as follows: 1. ordinarily, x looks like y,
but they’re really different; 2. ordinarily, x doesn’t look like y, but they’re really alike;
or, 3. x is better than y (or the opposite - y is better than x).

Once you’ve decided on the point you are trying to make in your paper, and you've
chosen a position to take, you must then decide on an appropriate organizational method.
Choose one of the three following methods:

Block

introduce subject (contains thesis statement)
discuss x (transition)

discuss y

conclude (restate thesis)

Similarities-Differences

introduce subject (thesis)

discuss similarities between x and y (transition)
discuss differences between x and y

conclude (restate thesis)

Point-by-Point

introduce subject (thesis)

discuss point 1 of x and y (transition)
discuss point 2 of x and y (transition)
discuss point 3 of x and y

conclude (restate thesis)
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JOB TITLE: _Personnel] Assjistant DEPARTMENT: _Personnel
Reports To: _Compensation Coordinator

JOB DESCRIPTION l
Thioll

This job dsscription ie based on an evaluation of the position at the time this dsscription was writtsn.

job description will change from time to time as tasks, organization and technology change. Accordingly. the
employer rsserves tha unlimited right to revise all or any part of this job description and ths essential
functions of the job and to add or eliminate essential functions of any position. Designation of any job duty

ae an "essential function® is not intended as an assurance or Guarantee that an exployee has any right to '
perform the particular job duty, except as required by the employer.

QUALIFICATIONS: (Physical Requirements Attached)
High school diploma preferred. Previous experience in Personnel
Department helpful. Must have experience with computers and data

entry. Ability to type 35 wpm. Attention to detail with good
mathematical skills a necessity.

I
TEMPERAMENT: | i
e

Performance Rating

1 2 3 4

* k % k k& * ® %
* % k k * ® %
* % * ® %
*
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Responsibility Area and Perfarmance Standards

POAANONM L~ BIRINO

C.A.R.E

-Courtesy - Consistently courteous to visitors, patients
and fellow employees whether lgoaking directly or by
telephons®. Rout nelz anticipates the needs of others and
seeks opportunities to be courteous.

+Attitude - Manner of dressing, body language and verbal
tone consistently communicates a positive, professional
and friendly imaJe. Generally inspires confidence. 1Is
always receptive to constructive feedback and coaching.
-Respect - Consistently demonstrates respect for self,
the work bcxng done and the needs and feelings of
patients and fellow workers. Always respects the rights
and dignity of others.

-Enthusiasa - Frequently seeks opportunities o make
positive comments and encourage others. Enccurages

.litivo morale and enthusiasm among the WMC empioyee
m.

EFFECTIVE REVISION REVIEW DATE:
DATE: DATE: 2/92

JDFOil

1 .
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Page 2
Job Title: _Personnel Asgistant

Performance Rating
1 2 3 q
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e
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e
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iyt .
Responsibility Area ard Performance Stardards * s 9

FUNCTION
Initiate and maintain both hard copy and automated
personnel files keeping records and data entry current.
Produces and initiates reports as necessary including
performance review notifications and other reports.
Adheres to Winchester Medical Center personnel pol;cxea
and brings to the attention of the Personnel Dxrectrr any
transactions which are not in compliance with.
personnel/payroll policies and procedures.

Initiate and maintain personnel files, both hard copy and
through data entry into the computer system.

Review all transaction forms for accuracy, consistency
and compliance with Medical Center policy and insure that
transaction data is recorded appropriately and in a
timely manner.

Maintain accurate and current personnel files, records of
transactions and pay adjustments and other appropriate
filing systems as needed insuring that all records are
accessible and in proper order.

Prepare special reports, data gathering and computer
printouts as needed.

Assist department managers, supervisors and employees
with questions and information needs while maintaining
appropriate confidentiality.

Generate the performance review notifications, COBRA
notifications and other reports which may be required.

Assists other Personnel Department units in providing
information needs and coordination of efforts.

PERFORMS OTHER DUTIES AS ASSIGNED.

COMPLETES REQUIRED INSERVICES ON SCHEDULE.
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JOB DESCRIPTION

JOB TITLE:_COE STUDENT DEPARTMENT: _FINANCE/ACCOUNTING I
Reports To: _BUSINESS OFFICE SUPERVISOR

This job description is based on an evaluation of the position at the time this description was written. This job l
description will change from time to time as tasks, organization and technology change. Accordingly, the employer reserves

the unlimited right to revise & or any part of this job description and the essential functions of the job and to add or
eliminate essential functions o .ny pozition. Designation of any job duty as an "essential function" is not intended as an
assurance Or guarantee that an wployee has sny right to perform the particular job duty, except as required by the employer.

QUALIFICATIONS: (Physical Requirements Attached)

High School Student participating in the Cooperative Education
Program.

TEMPERAMENT:

Professional appearance and attitude. Ability to work quickly and
accurately.

Performance Rating I
1 2 3 4

* e e
D e n
® & & & & o t e
P T EE R RS ¢ s r3 o
e s S a u
r & & & & & & & t S L a t “
2 * & & & & & & ?: : ; : :
a . 8 & & & t d n « N
t 2 d E » [
a * Mr [ X d .
g e d r < i
3 c s d e 2
Responsibility Area and Perfomence Standards t *13 :
e
20% C.A.R.E L.
:Courtesy - Consistently courteous to visitors, patients
and fellow employees whether sgeaking directl¥ or by
telephone. Rogtxnelg anticipates the needs of others and J
seeks opportunities to be courteous.

‘Attitude - Manner of dressing, body language and verbal
tone consistently communicates a positive, professional
and friendly image. Generall¥ inspires confidence. 1Is

always receptive to constructive feedback and coaching.

‘Respect - Consistently demonstrates respect for self,

the work bexng done and the needs and feelings of
patients and fellow workers. Always respects the rights
and dignity of others. . J
‘Enthusiasm - Frequently seeks opgortunxties to make

positive comments and encourage others. Encourages

ogsitive morale and enthusiasm among the WMC employee
eam.

EFFECTIVE REVISION REVIEW DATE:
DATE: 15 May 92 DATE: .mronu.
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Page __2

Job Title: _COE STUDENT

Performance Rating

Files in-patient records in central filing storage.

1 2 3 4
G
* e
M n
*® # & & & e e
LR SR IE IR 3 0 e r
4 ) t a
e LR IR B BN 2R _BE B e s } o]
2 ® # # % # ® * $ S [ 9 [ tt‘
e & O % & Nt t t s
n 0 a [ E a t
t * tn n X n a
a d d c d n
g Moa L} e a d
e Responsibility Area and Perfomence Standards cql i dal n
ts s s s ]
60% INTEROFFICE MAIL/OUTGOING MAIL
Collects/delivers/applies postage/bundles mail daily.
20% FILING

PERFORMS OTHER RELEVANT DUTIES AS REQUIRED.
COMPLETES REQUIRED INSERVICE TRAINING ON SCHEDULE.

El{lc

Aruitoxt provided by Eic:
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PHYSICAL JOB RECUIREMERTS
{ 2 SNTIN
Job Title: _COE STUDENT Department _FINANCE/ACCOUNTING

Please check and/or complets the appropriate physical requirements required to perform this Job.

Vision

Must be able to visually identify and discern printed words on either typewritten pages or computer screen.
Must be able to identify and differentiate colors.

Must have depth perception within normal ranges.

Hearin

Must be able to respond to spoken words and other auditory sounds including the ringing of telephone or
beepers and monitors.

Must be able to respond and communicate orally by telephone.

ifting K
Must be able to bend, reach and lift patients with assistance to transport them to stretchers/wheelchairs.
Heavy lifting required (over pounds occasionally and pounds repetitively from ground level to
shoulder height). S
Must be able to push and maneuver carts/stretchers/space saver lcaded with weights of pounds.

Tools and Equipment
Must be able to maneuver

(weight) (tool, describe) (length of time in shift)
Must be able to handle power tools for %X of an 8 hour shift. I

Must be able to usae, operate and interpret information from equipment in work area.

Speech
Must bs able to verbally commmicate in the English language directly and over the telephone and be understood

Range of Motion
Must be able to climb (ladders and such) and be able to reach and balance from the ladders.

Must be able to kneel or squat for 70%-80% of an 8 hour shift.

Must be able to walk contimually for 2-3 hours.

Must be able to stand for bours straight.

Must have mobility of all parts of the body, walking, bending, lifting, reaching above head and use of hands.
Speed, ability to work at a fast pace:

>

’
(activity) (peasured requirement) (machinery or equipment used)
Must have manual dexterity, fine motor skills (typing, computer, etc.)

Working Condjtions _ .

May be required to work near or with voltages (up to 480 volts AC).

May have to work in hot (over 90 degrees F) or cold (under 20 degrees F) environoent.
Must be able to work under stress.

May work in sreas wvhare noise level exceeds db.

Must be able to work cvertime (and scoe sxployees work rotation or call schedules).
Must be able to work a rotating shift.

Must be able to work "on call.”
Scoe tasks may require sitting for
Must be able to deal with verbally and physically comsbative patients.

X of the work day. l
Must be able to stand and/or mobilize by valking for _ 80 X of an 4 hour shift. l

Must be able to work out of doors in varying types of weather.
Must be able to utilize or wear protective equipment or apparel in accordance with OSHA standards and work
vithin confined spaces.
e 30
323
Men acity

Must have mental capacity to fulfill the requiresants of the Jjob including problem solving, logic, commication
and mmerical calculations. .

heot Lo abhla ¢ta mrad end comdeamtnnd celtcan inwtyuetd h " .
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JOB DESCRIPTION

JOB TITLE: SECRETARY DEPARTMENT: _VOL/REC SERVICES

Reports To: _DIRECTOR OF VOL/REC SERVICES

This job description is based on sn evalustion of the position at the time this description was written. This job
description will change from time to time as tasks, organization and technology change, Accordingly, the employer reserves
the unlimited right to revise all or any part of this job description and the essential functions of the job and to add or
eliminate essential functions of any position. Designation of tny job duty as an “issential function® is not intended as an
assurance or guarantee that an employee has any right to perform the particular job duty, except as required by tke emp!oyer.

QUALIFICATIONS: (Physical Requirements Attached)

Associate degree in secretarial science or equivalent education/work
experience preferred.
Two years experience as a full charge secretary. -
Proven competence in verbal and written communication skills.
Knowledgeable about computers, word processing software, office
equipment, budgets, ordering.supplies, and scheduling.

Excellent people skills including some supervisory experience.

TEMPERAMENT:
Able to work with the public, speaks clearly, friendly disposition, uses resources

maintaining a pleasant, patient, tactiul demeanor with all contacts.

competently. Attentive to detail, works quickly on multiple projects with deadlines whil1

Performance Rating
1 2 3 4
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Responsibility Area and Performance Standards

COAOXIN X—~—~B 10300

20% C.A.R.E

:Courtesy - Consistently courteous to visitors, patients
and fellow employees whether sgeaking directly or b
telephone. Routxnelg anticipates the needs of others and
seeks ogportunitiel o be courteous.

‘Attitude - Manner of dressing, body language and verbal
tone consistently communicates a positive, ggofessional
and friendly image. Generally inspires confidence. 1Is
always recegtive to constructive feedback and coaching.
‘Respect - Consistently demonstrates respect for self,
the work being done and the needs and feelings of .
patients and fellow workers. Always respects the rights
and dignity of others.

-Enthusiasm - Frequently seeks opgcrtunities to make
positive comments "and encourage others. Encourages

esitive morale and enthusiasm among the WMC employee
am.

EFFECTIVE REVISION REVIEW DATE:
DATE: 15 May 92 DATE:

JDFORM

324
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Page 2
Job 7Title: _SECRETARY
Performance Ratinq
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Respansibility Area and Performance Standards e g
25% {¢) ON
-Types and proofs a variety of material including
correspondence, memos, reports, charts, and surveys
accurately meeting deadlines 95% of the time.
-Edits, copies, collates, assembles reports and documents
accurately.
-Opens, reviews, and distributes departmental mail.
-Compiles required statistics accurately.
-Routes all distributed material appropriately.
25% | INFORMATION

-Maintains profiles on volunteers, auxiliary members,
follies, lights of love contributors, Lifeline subscribers
including payment of dues and/or fees, TB records, hours
given, awards received, and other information necessary to
the operation of the department.

-Updates all kept information by the 5th day of the next
month meeting all departmental and WMC deadlines.

-Reviews information regularly assuring 100% accuracy.
-Identifiec discrepancies and initiates corrective action.

-Consults with Department Director as necessary concerning
information storage, retrieval, and dissemination.
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Page 3
Job Title: _SECRETARY
Performance Rating
1 2 3 4
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Responsibility Area and Performance Standards . g
10% | SCHEDULING
Prepares 4-week schedule for receptionists covering all
approved APL, Sick Leave, and other approved absences.
~Reviews and prepares payroll data for the department
including Gift Shop personnel.
~Records all scheduled and unscheduled absences by staff
and volunteers substituting trained staff and volunteers
maintaining appropriate staffing levels.
~Initiates remembrance for volunteers and staff who are
ill.
-Maximizes resources including staff through good
utilization.
10% TIELEPHONE CALLERS/VISITORS

-Answers telephones, screens calls, and takes accurate
messages or relays information within scope of authority.

-Consistently makes callers and visitors/volunteers feel
welcome.

~Greets all visitors and/or volunteers/staff upon entering
office, ascertains needs and provides information
appropriately with 99% accuracy.

-Obtains all departmental messages from the switchboard
each morning and relays messages appropriately.

-Checks the computer at least twice a day for messages
and/or mail.

-Moves quickly from one task to another maximizing
efficiency by using all equipment features.
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Page 4 l
Job Title: _SECRETARY
Performance Rating
1l 2 3 4
G
* - s
* ok ok ok ok b e e
P * ok k k ok k o o £ a
e e s 1 o]
r * k k k k k k ok s 1 u
] s 8 y 8 t
e * ok d k ok ok * N t t t s
n o a a E a t
t * k * % & tn n ¥XxXn a
a * d d c d n
g M a .2 e a d
e e r .T’ er i
I E
Responsibility Area and Performance Standards . s
5% | RECORD KEEPING ll
-Establishes and maintains department files.
|
-Orders and maintains adequate equipment and supplies. l
-Monitors expenditures maintaining levels specified in
departmental budgets. ‘
-Coordinates and schedules appointments. l
-Accepts application for volunteers, EMT’s, and Lifeline
subscribers and assures their completeness.
-Maintains records and files for all inservices, TB Tests,
and orientations as well as copies of driver’'s licenses
where required.
S% | POLICIES., CAREER GROWTH AND DEVELOPMENT

-Maintains established hospital/departmental policies,
procedures, objectives, quality assurance, safety,
environmental, and infection control policies.

-Attends inservice meetings as offered.

-Accepts and performs additional assignments as scheduled.

-Assists staff and volunteers as needed in completion of
daily tasks.

-Identifies own learning needs and seeks opportunities for
growth.

PERFORMS OTHER RELEVANT DUTIES AS REQUIRED.
COMPLETES REQUIRED INSERVICE TRAINING ON SCHEDULE.
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PHYSICAL JOB REQUIREMENTS

Job Title: _DERARTMENT SECRETARY Department VQ\“QA:::sS Eggg@‘mnk; s

Please check and/or camplete ths appropriate physical requiremsnts required to perform this job.

Vision .
Must be able to visually identify and discern printed words on either typewritten pages or computer screen.
Must be able to identify and differentiate colors.

Must have depth perception within normal ranges.

Hearing

Must be able to respond to spoken words and other auditory sounds including the ringing of telephone or
beepers and monitors.

Must be able to respond and communicate orally by telephone.

s KR

Lifting

Must be able to bend, reach and lift patients with assistance to transport them to stretchers/wheelchairs,
Heavy lifting required {(over pounds occasionally and pounds repetitively from ground level to
shoulder height).

Must be able to push and maneuver carts/stretchers/space saver loaded with weights of __/ ¢ © pounds.

< ||

Tools and Fquipment .
Must be able to maneuver

(weight) r. (tool, describe) (length of time in shift)
Must be able to handle power tools for % of an 8 hour shift.
Must be able to use, operate and interpret information from equipment in work area.

Speech
Must be able to verbally communicate in the English language directly and over the telephone and be understood

Range of Motion
Must be able to climb (ladders and such) and be able to reach and balance from the ladders.

Must be able to kneel or squat for 70%-80% of an 8 hour shift.
Must be able to walk continually for 2-3 hours.
Must be able to stand for hours straight.
Must have mobility of all parts of the body, walking, bending, lifting, reaching above head and use of hands.
Speed, ability to work at a fast pace: ’ »

(activity) (measured requirement) (machinery or equipment used)
Must have manual dexterity, fine motor skills (typing, computer, etc.)

Working Conditions T

May be required to work near or with voltages (up to 480 volts AC).

May have to work in hot (over 90 degrees F) or cold (under 20 degrees F) environment.
Must be able to work under strass.

May work in areas where noise level exceeds db.

Must be able to vork overtime (and some employees work rotation or call schedules).
Must be able to work a rotating shift.

Must be able to work "on call."

Some tasks may require sitting for _20 % of the work day.

Must be able to deal with verbally and physically combative patients.

Must be azble to stand and/or mobilize by walking for % of an 8 hour shift.
Must be able to work out of doors in varying types of weather.

Must be able to utilize or wear protective equipment or apparel in accordance with OSHA standards and work
within confined spaces.

Mental Capacity
Must have opental capacity to fulfill the requirements of the job including problem solving, logic, communicati
and numerical calculations.

Must be abie to read and understand written instructions in English,
Accurate recall and semory.

) . Must be able to use judgment in making decisions and choices.
Project PRO’s Workplace Writing 3 28 Section I, page 36
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JOB DESCRIPTION

JOB TITLE: Department Secretary DEPARTMENT: _Personnel l
Reports To: _Personnel Director apd Assistant Personnel Director

This job description is based on an evaluation of the position at the time thie description was written. Thie l
job description will change from time to time as tasks, organization and technology change. Accordingly, the
employer reserves the unlimited right to reviee all or any part of thie job description and the eesential
functions of the job and to add or eliminate essential functions of any position. . Designation of any job duty
as an "essential function® is not intended as an assurance Or guarantes that an employee-hae any right to

perform the particular job duty, except as required by the employer.

QUALIFICATIONS: (Physical Requirements Attached)
Education beyond high school level or work experience demonstrating
administrative skills. Must be exceptional in spelling, grammar and
punctuation. Typing 60+ wpm and familiarity with dictating or word
processing equipment. Strong situational analysis skills and ability

to communicate effectively on a wide range of levels. Two to five
years previous office experience.

TEMPERAMENT :

Performance Rating

1 2 3 4
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Responsibility Area and Performance Stardards

wARAOXM X~—8I0I00

20% | C.A.R.E

*Courtesy - Consistently courteous to visitors, patients
and fellow employees whether lgeaking directly or by
telephone. Rout nolg anticipates the needs of others and
secks o rtunities to be courteous.

-Attitude - Manner of dressing, body language and verbal
tone consistently communicates a positive, professional
and friendly image. Generally inspires confidence. 1Is
always receptive to constructive feedback and coaching.
‘Respect - nsistently demonstrates reapect for self,
the work being done and the needs and feelings of
patients and fellow workers. Always respects the rights
and dignity of others.

‘Enthusiasa - Frequently seeks opgortunitiol to make
positive comments and encourage others. Encourages

.litivo morale and enthusiasm among the WMC employee
m.

EFFECTIVE REVISION REVIEW DATE:
DATE: DATE: 6/92 anoj
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Page YA

Job Title: _Department Secretary ~ Personnel

MM TIeAHOY

Responsibility Area and Performance Standards

Performance Rating

1

2

3

4

TeORX OZ eeOU
eaHMADN TG

eAHNASN T BTO0 X

eQNAXM KHHENOIBQ

sANMABMOTWL

QpuraApp e e O

40%

A.

PROVIDE SECRETARIAL SUPPORT TO DEPARTMENT STAFF

Prepare routine correspondence, reports, letters,
memos and special projects in a confidential manner
for department staff.

All typed material is consistently prepared in a
timely manner meeting stated deadlines 98% of the
time.

Schedule or arrange meetings, appointments and trips
for Personnel Dapartment.

Answer telephone and forward messages accurately.
Also, appropriately screen calls and make referrals
when necessary.

Distribute interoffice and U.S. mail to correct
individuals.

Maintain and distribute established Medical Center /
departmental policies, procedures and objectives.

Operate dictaphone efficiently.

Prepare, submit and follow-up travel requests and
reimbursements for the Personnel Department and

Employee Health staff and remain within budget
allowances.

Maintain current and accurate information on employee
bulletin board. .

10%

A.

MAINTAIN REQUIRED STATISTICS

Monitor and record time records for Personnel and

Employee Health staff each pay period for review by
the Payroll office.

Maintain accurate sign-up and attendance records for
Management Training courses.
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Page 3
Job Title: epartment Secreta - Person

Performance Rating
1 2 3 4

G

e

* " s

L]

* k k kK b e e

P k k k k k k k o t a
e e - 1
r * k k k ok k k Kk . 1
c 8 [} y S
e EEEERER. Ne | & t
n o a a E a
t * k * % & t n o X n
a d d cd
g * M a a : :

r
¢ E al % dad
sy s s s 8
Responsibility Area and Performance Standards 1

15% | PRODUCE BADGES FOR EMPLOYEES, VOLUNTEERS, STUDENTS AND
VISITORS AS NECESSARY

A. Print badges as needed.
B. Maintain appropriate records for badge system.

C. Coordinate replacement badges and level adjustments
as needed.

5% | ORDER, RECEIVE, DISBURSE AND MAINTAIN OFFICE SUPPLIES AND
MATERIALS

np»&bﬂﬂnnco
an e o h I W W

A. office supplies are inventoried and neatly
maintained. '

B. Respond to special requests for materials when needed
immediately.

C. Verify cost centers.

D. Keep photocopier runninag smoothly for departmental
use.

E. Report work orders to Maintenance only with prior
approval,

F. Prepare printing requests for submission to Print
Shop as needed.
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Job Title: _Department Secretary ~ Personnel

*
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Respaonsibility Area and Performance Standards

Performance Rating

1 2 3 4

G

e

M n

-

D : r

° a
e E 1 [¢]
®s P
N t g t [
o a a E a t
tn n xn a
d d cd n
Ma a e a d
e r s e T i
e d d dd n
t e e s s g

10% | COORDINATE VARIOUS FUNCTIONS ON AN AS NEEDED BASIS

Dietary Department and President to insure room
reservations/set-ups/refreshments are in order.
Also, communicate with McDonalds‘s Trophy World if
silver tray is needed.

B. Requisition funeral flowers in accordance with
established policy.

C. Furnish front desk assistance as needed.
D. Assist co-workers with priority or special tasks.

E. Perform other duties as assigned.

A. Assist with Retirement Receptions and coordinate with

" COMPLETES REQUIRED INSERVICE TRAINING ON SCHEDULE.
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Elements of Writing Instructions

1. Introduction .

a.

*b.

c.

e.

*f.

*g.

E MC Project PRO’s Workplace Writing

subject: usually found in the first sentence. "This manual tells you how
to..."

aim: tells the reader of the capabilities of the equipment. "This
computer, depending on the software installed, may do one or
more of the following: ..."

intended readers:

tells who the instructions are written for. "These instructions were
written for people who don’t have a strong computer background."”

scope: answers the question, "What kinds of things will we learn from
reading these instructions and what won’t we learn?"

organization:

tells how the instructions are organized, i.e. by chapter, section,
etc. "These instructions are organized into three parts."

usage: tells how to use the set of instructions. "Read these instructions
for hardware usage before you begin. Refer to the applicable
software documentation if required."

motivation:
tells your reader why he/she should read the instructions. "Read

these instructions carefully so you can operate the fire extinguisher
properly."”

Yy ry n
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Elements of Writing Instructions (continued)

*2.  Description of Equipment

shows the location and explains the function of a piece of
equipment’s parts.

3. Theory of Operation

tells how what you’re talking about is suppose to function versus
how it might function.

4. List of Materials and Equipment
S. Directions
6. Troubleshooting Guide

* = optional

334
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HOW TO WRITE INSTRUCTIONS

When you need to explain in ~riting how toc do something, a set of
instructions is your best choice. By esnumerating the steps. yoOUu
make it easy for readers to perform the process in the correct
sequence. Your goal 1is to provide a clear, self-sufficient
expianation soO readers can perform the task independently.

Equipment nseded: Writing materials

Preparing to Write Useful Instructions

1. Perform the task yourselt, Or asKk experts to demonstrate it
or describe it to you in detail.

2. Analyze prospective readers’ familiarity with the process SO
you can write instructions at their level of understanding.

Making Your Instructions Clear

1. Include four elements as needed: an introduction, a list of
equipment and materials, a description of the steps involved
in the process, and a conclusion.

2. Explain in the opening why the process 1is impaortant and how
it relates to a larger purpose.

z. Divide the process into short, simple steps, presented in
arder of occurrence.

4. Present the steps in a numbered list, or present them in
paragraph format.

5. If the process involves more than ten steps, divide them into
groups or stages identified with headings.

&. Phrase each stepo as a command ("Do this" instead of "You
should do this")j; use active verbs ("t.ock for these signs”
instead of "Be alert for these signs"): use precise, specific
terms ("three” instead of "several”).

7. When appropriate, indicate how readers may tell whether a
step has been performed carrectly and how one step may
influence another. Supply warning wnen performing a step
incorrectly could result in damage or injury, but limit the
number of warnings so readers do not underestimate their
importance.

8. Include diagrams of complicated devices, and refer tao them in
the appropriate steps. .

. Summarize the importance aof the process and the expected
results in the conclusion.

Testing Your Instructions

1. Review the instructlons to be sure they are clear and
complete. Also judge whether you have provided too much
detail

2. Ask someone else to read the instructions and tell you
whether they make sense and are easy tc follow.

BRovee, Courtland L. and John V. Thill. Business Communications

Today. New York: Random House, 198%. p
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Argumentation

. What iz a formal argumens™ It i3 an crierly arsrargemens -7 Tarefully
definea terms and properiy zualiitied statenents, uac.{nd by evidence.
whizh 3 Jupport a 3 zingle thesis. Mors specifically, forus. it i3 a written
attempt to Tonvince or rersuade tne reader -hat he shoull belleve
scmething o» 1o something, or oot

. You lzad your reader o asree with you not Ly force oo dexepsion, but
DY The .eg-“ma‘:e rower ol your cerauaaion.

. The five eiements <hat nake y-ur Sormal argument persuasive are:
a. oalnh. Yol au3t strike your reader as ar honest.
r z Z=nuine interest both inwhat you are

Solid evidencs. You will nct »ely cn asserticns. You will use
facts, Jdetails. statistics. or testimony from authorities to back
up your statements.

C. Authcritactive evidence. Rely on pra.-iczi, snown authorities to
hack up what you're stating, Thecreticsl approaches aren’t near, vy
as effective in the busineas communisy.

d. Avold Faliacies. Avcid logic errors and aprea.a o emction.

e. Have aclear argumentative srgarizasion. rgan:ze your argument
3¢ that your reader ~an understand 3.. i*: rarta and hew the
LAr'ts reiate to each sther and =5 vous Tain Nt fchesia).

ncro: State problem
State thesia
define terms
Body: Zirst point + =vidence (hegin with weasesT, WOrK
cowards 3trong=est)
second point ~ evidencs
chird coint + ev.dence

Tate tneais and emprasize reoommendations ans

<~

their benefits

T NP G S GE EE BN O DE 0N B R N B O B oEm W
3
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“Commupiication s something so
Simple and difficult that - >an
never prt It in smanpls wor i,

=
~~ o™ -
2.5 Materews

)
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Section II. Writing Activities
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ACTIVITY # 01

In one sentence, write what the statement, "To write is to act.” means. -

Project PRO’s Workplace Writing
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ACTIVITY # 02

Select one piece of paper from the in-basket your facilitator has placed on the desk.
Read the scenario and respond accordingly. After you have responded, you will be asked to
exchange your written response with a peer. Evaluate one another’s response in terms of its
effectiveness and the reader-centered writing approach that we discussed earlier.

Project PRO’s Workplace Writing Section II, page 2
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Scenario 1:

WMC’s Employee Relations Coordinator, Ann Coulter, has just informed your supervisor
that registration for the second semester of the Medical Center’s employee education program
will begin in approximately two months. Ann has asked your supervisor, at the next department
meeting, to mention the program and its registration process. She has also requested that your
department discuss the relevancy of current course offerings (math, reading, business writing,
medical terminology, and introduction to computers) and any suggestions for other courses.

During the meeting, Ann has suggested that your supervisor ask those people currently
participating in the program to highlight their classroom experiences. Ann plans to use the
participants’ experiences to encourage others to enroll in the upcoming semester.

The next department meeting is scheduled for 31 August at 3:30pm. Write a memo in
which you address (1) the relevancy of courses, (2) suggestions for other courses, and (3) your

current educational experience. Be prepared to share this memo with the rest of your
department.

Scenario 2:

You’ve been asked to organize your department’s annual picnic. You have decided to
form four committees: food, beverage, entertainment, and activities. The date for the picnic has
been set for October Sth, 1992 at Jim Barnett Park in Winchester. Two people from your
department have already volunteered to head up the beverage committee and the activities
committee. Draft a letter to the rest of your department (1) soliciting ideas for a major theme

for the outing and asking for volunteers to (2) head the two remaining committees, and (3) assist
the committee heads.

Project PRO’s Workpi.. Writing Section II, page 3
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Scenario 3:

You are a Security Guard who has noticed in her regularly scheduled rounds of the
premises, that many hospital employees’ cars are parked in the visitor’s parking area. Your
Supervisor has emphasized the fact that you need to remind hospital employees of WMC'’s
parking regulations. Draft a memo for all hospital employees that (1) cites the wording of the
applicable regulation, (2) explains the regulation in laymen’s language, and (3) directs the
employees to the proper parking areas.

Scenario 4:

The 1. V. is beginning a new column that focuses on employees that epitomize the philosophy of
the C.A.R.E. program. You know a person whom you feel deserves this recognition. Write an
article for this column that (1) nominates this person (including brief background information),
(2) describes the particular aspect of the C.A.R.E philosophy involved, and (3) recounts the
situations in which your friend has demonstrated these characteristics.

Project PRO’s Workplace Writing Section II, page 4
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ACTIVITY # 03

Identify a problem that exists in your department. This problem should be a procedural
issue not a policy issue. Write a memo to your supervisor in which you (1) identify the

problem, (2) cite examples of the problem, and (3) offer suggestions for improvement or
resolution.
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ACTIVITY # 04

The Business Letter

The Friendly Co-Worker Program

For the past year and a half, you have been working for WMC as a liaison between the
personnel office and the DPSs in order to recruit and retain the highest quality nursing staff
available. As a result, your responsibilities are quite numerous, and you often find yourself

" working closely with the facilitator of the WMC C.A.R.E. program because, as both you and

hospital administrators believe, new hires should have the same patient/co-worker philosophy
as is presented in the C.A.R.E. program.

Recently, you established a "friendly co-worker" program in which current employees
are assigned to orient new employees to the company and, if necessary, to Winchester/Frederick
County. Although it would be easy enough for WMC simply to mail a new employee the
available printed material (such as brochures and maps) describing the area, you think that a
letter from a present employee would be more personal and more effective, while creating a real
team-building atmosphere.

Since you developed this idea of the "friendly co-worker" program and it has not yet
been tried by anyone, you have volunteered to be the first person assigned an incoming
employee. You know only the following items about the new employee: her name is Hannah
Boyd; she has been hired to work in the CCU; and, she is moving here from Atlanta, Georgia.

She starts work in just a month, and you’re anxious to get your letter in the mail as soon as
possible.

Assignment:

Following the process approach to writing that we have discussed in class, write a letter to
Hannah.

Project PRO’s Workplace Writing Section II, page 6
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ACTIVITY # 05

Scenario:

You work in the Business Office and encounter one of the situations shown below. You
are aware that your department generally responds to patients by means of established form

letters; however, you feel that none of the letters appropriately addresses these particular
situations.

Task:

Choose one of the situations shown below and write a letter in which you identify and
address the situation that needs to be resolved.

Situations:

1. A former patient, Susan Young, has sent in less than her required payment. Contact Dr.
Young conceming her reduced payment.

2. John Taylor, a recent WMC patient, transferred to another facility before making
payment plans with your office. Send Mr. Taylor a credit application and request proof
of his income and tax returns so you can establish a payment schedule with him.

3. David Jones has an established payment plan and has paid WMC consistently over a
period of three years. He has, however, recently stopped making payments. Contact
Mr. Jones to see if his financial situation has changed and if he might qualify for
assistance or need to adjust his payment amount.

Project PRO's Workplace Writing Section II, page 7
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ACTIVITY # 06

This activity relies heavily on listening skills and "asking the right questions” skills.
Both of these skill groups are interconnected with technical writing and therefore provide a much
needed and relevant opportunity to discuss and then exercise them. Read the following
instructions, wait for your assignment, and then complete the activity.

Divide yourselves into two-person teams. Within each team, one person will label
him/herself a number one and the other will label him/herself a number two. All the number
ones will follow a set of directions give to them, and likewise for the number twos. The groups
(of ones and twos) may not communicate in any manner about the nature of the given
assignment.

Project PRO’s Workplace Writing Section II, page 8
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WINCHESTER MEDICAL CENTER
DEPARTMENT OF SAFETY & SECURITY INCIDENT REPORT
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WINCHESTER MEDICAL CENTER
DEPARTMENT OF SAFETY & SECURITY SUPPLEMENTARY REPORT

No.
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SageNo. ___

VICTIM'S NAME (Last name first)

DETAILS OF OFFENSE. PROGRESS OF INVESTIGATION, ETC. Census Tract
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ASSIST IN THE PROSECUTION OF ANY AND ALL PERSONS RESPONSIBLE.

SIGNATURE — COMPLAINANT/VICTIM
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ACTIVITY # 06 - QUESTIONS

1. What are listening skills?

2. How do they impact technical writing?

3. Did you find any part of the activity difficult to complete? If so, which part?

4. What did you learn from this assignment?

5. Would you handle the interviewing and writing portion of the assignment any differently
if you were required to perform it again?
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ACTIVITY # 07

Brainstorm for five minutes the job related tasks you perform on a daily basis.

Your facilitator will provide you with a copy of your current job description. Read this
document carefully and note any discrepancies you find between the job description and the
activities you actually perform.

Task:

Write a comparison paper in which you compare/contrast your job descriptiox and your normal,
daily activities.

Project PRO’s Workplace Writing Section II, page 12
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ACTIVITY # 08

Writing Instructions

Choose an activity you perform regularly on your job. Write a set of instructions that reflect
the necessary steps to be taken in order to perform the activity successfully.

Your paper should include the appropriate. elements from the lists on pages 41-42, in Section I
of this Activity Book.

Project PRO’s Workplace Writing Section II, page 13
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ACTIVITY # 09

Leslie Kelley, from WMC'’s Personnel Department, received a call from James Wood
High School’s JWHS) academic and vocational guidance counselors in which they asked if
supervisors from various departmeats would be willing to meet with JWHS students in order to
explain their department’s function. After her conversation with the guidance counselors, Leslie
contacted supervisors from the following departments:

Orthopedics

Inpatient Insurance
Shenandoah Valley Cancer Center
Security

Credit

Respiratory Services
Radiology
Environmental Services
Laboratory

Dispatch

Occupational Therapy
Nutrition Services
Personnel

Volunteers

COE Student

Recovery Room

Your supervisor believes speaking with high school seniors is a very valuable tool in
recruiting potential employess; however, he/she will be on vacation during the week the students
are coming to the Medical Center. As a result, your supervisor has asked you to explain your
department’s function within the WMC eavironment.

Your facilitator will provide you with a list of the persons who will be meeting with the
JWHS students and the department they will be representing. After receiving the list, (1)
interview the person in this class that actually represents the department you will discussing, (2)
generate ideas, using one of the techniques we discussed in class, about what you will include
in your presentation, and (3) write up your ideas in paragraph form. (Don’t forget about the
process approach!)
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ACTIVITY # 10

(This scenario is fabricated for the purposes of this class!)

WMC is revising its procedure for the way it handles employee performance evaluations. The

. new method of evaluation will be for each employee to write a persuasive narrative in which

he/she reports on his/her activities for the preceding year and indicates why he/she should
receive a merit salary increase. Remember that each employee must fully support and document

his/her case. This will be the only opportunity to become eligible for this hypothetical merit
salary increase.

Things to think about:

Project Pl.ig Workplace Writing Section II, page 15
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Section III. Grammar Activities
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Ten Sentences - Grammar Review

Identify and correct any errors you find in the sentences below.

1. The Writer's Forum. Do you enjoy writing and are looking for helpful criticism to
improve?

2. We are planning to revert back to personal contact as our main sales strategy.

3. Our telephone offers some very unique features.

4, She died in the home in which she was born at the age of 88.

5. Past experience shows that Michael is a reliable employee.

6. It is the most unique movie you will ever see.

7. The parent ordered the children to sit down angrily.

8. (Newspaper headline) "Child teaching expert to speak.” - Birmingham Post Herald.

Project PRO’s Workplace Writing Section III, page 1
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Ten Sentences - Grammar Review (continued)

9. By the time I arrived, the festivities were over with.

~

10.  "Abraham Lincoln wrote the Gettysburg Address while traveling from Washington to
Gettysburg on the back of an envelope.” - Louis Untermeyer

Project PRO’s Workplace Writing Section III, page 2

356




O

ERIC

Aruitoxt provided by Eic:

Modifier Errors (and other unintentional grammatical slips...)

Taken from actual advertisements and signs:

-y

aution: Blade Extremely Sharp! AKeep Qut oF Children!

“Semi-Live Entertainment
Taken from actual insurance accident forms:

r

“The guy was all over the road: [ had o swerve a nunber of times before [ flt
him.”

I pulled away from che side of the road, glan ~ed at my mother—in-law., and
headed aver the embarnkment.”

"The pedestrian had ne idea whick wai to gC. &2 ran aver him.’
Taken from actual welfare applications:

“Mrs. J-nes hasn't had any - ~lothes for a i2ar and has been vi isited regucariy b
the clergy.

“I am glad to report thatmy hushand who [ mizsing is Jead.”
Taken from actual physician dictations:

and Kidneysw

",
‘ll

‘Patient died in his 9C7s of Female r>ouble i srosta

“Njacharge status: Alive but without permission.

fn

ad
-

vy
]
f“
'
13
—
o]

\
by,
Lo
[
~t
-
<
I’
:

“Both the patient and the nurse herae: s reported

w - -

©oTin:

Taulaor. Terry L. Jdading Uomepr words TaXe YIur ¢t Tepls..aly and foursell
Lightly, -of ALTOS. Ca: Tyisz TuLiizations. Lol JRETSI- TN CHE
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Redundant Word Pairs

Do you or have you ever used any of the following redundant word pairs?

Use..,

about
above
alike
band
beginner
check
connect
continue
converted
cooperate
enter

etc.
experience
foresight
gift
identical
otherwise
plan
practice
repeat
same
together

Project PRO’s Workplace Writing

Instead of...

at about

up above

both alike

live band

new beginner
check into
connect up
continue on
converted over
cooperate together
enter into

and etc.

past experience
prior foresight
free gift

same identical
as otherwise
pre-plan
customary practice
repeat again
exact same
both together
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Classic Humorous Memos

Halley s Comet Has a Special Visit

An insurance carrier shared tnis series of memcs on Halley’'s Comet and the
Communicaticn Gap.”

President to Vice President: “Tomorrow. at approximately 9:00pm, Halley’s
Comet wiil be visible in this area, an event which occurs only once every 75
years. Have all employees assemble in the parking lot and I will explain this
rare pher smenon to them. In case of rain we will nc* be able to see anything.
80 asse: e in the cafeteria and I will show them films on it.

Regional Directors to Cffice Managers (two memos lzter): By =Xecutive order
of the president, tomorrow at 3:00am the phencmenai Hailey’'s Comet will appear
in the cafeteria. In case of rain in the parking lot., the prresident will give an
order, something that takes place only once every 75 years.”

rrom:
Paulson. Tevry L. Maxing Humor Work: Take Your Job Scriocusly and Yourseif
: 7
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Betty, mea & The Laundry Department Staff

We the Vars:.ty Cheerleaders of Musselman
ngh School would llke to take th1s opportum
to persbnally ATHANK YbU“ all®for keeping us
alleof youm old sheets so sthat weecan make
our sigps for Qur Footpall gages. This has
really been a G-R-E-A—T help to us for the
past two years. not only does it save us
money but they ‘really Work great. At all of
our*games we feel that we have th® best °
decorated field and -wes owe all of it &o all
of you- So once agam we'd like to say |

"THANK YOU" and to 1et all of you know that

we thmk that your a G—R-E-A—T group of
peofle anc & asset’to Winchester Medical®

Center!t¢!!! »
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GEVALIA KAFFE IMPORT SERVICE
N Engwail &

A special service of Vicwor Th.

8y Appeintrnent to
His iHapocy the King of Swusen

Ca. of Givie, Sweden

Ao

Dear Tamara

Why are we offering you a rather costly Autsmatic Drip
Coffeenaksr free, just for trying Gavalia¥® Kaffe?

For that aatter, why are we giving you a choice of classic
Coffeenaker colors——stunning Jjet black or slegant soft white?

Quite simply, it's to ensure that you taste our unigque
coffes at its richest and most flavorful. Once you do,
we're hoping you’ll want to continue enjoying it.

Frankly, it isn't much of a gamble. Because you were
selected to receive this offsr as someons who has shown a
preference for the finer things in life. Just the sort of
person most likely to enjoy Sevalia. = - -

With your first sip, you'll be joining a select circle of
American coffee lovers who share an obsession that began in
the small port town of Gavle, Sweden in 1853. For that is
when our founder, Victor Theoder Engwall, started his
company that led to the search for a perfect cup of coffes.

The quest was handed down through generations of Engwalls.

They roasted, tasted, tested and hlended the world's finest
coffee beans until they wers satisfied there was no better

coffes. In time, Gevalia was appointed coffee purveyor o

Sweden's Royal Court, an honor we still hold.

Today, Kings and coffee lovers alike still prize Gevalla
highly. For we continue to blend up to six superb coffees
from the world's greatest plantations. Kenyan AA beans.

Sul de Minas beans from the rain forests of Brazil. Popayan

#rom Colombia. Beans from the sountains of Guatasala, and more.

But the most important taste test ig yet to come. Now
you can obtain a Trial Shipmeat of Gevalia Kaffe, one
pound, for the special.price of $10.00. Just complete
and return the enclosed reservation certificate.

(over, please.. )

Project PRO"s Workplace Writing ‘
361

Section III, page 7




Pacilent Registration Raprasentatives:

Welcome to the Patient Registration System for Winchester Medical Cencer!
(We have composed the following booklet,
in endeavoring to improve cur overall
S0 that our pactients will be properly
but for tha convenience of ocur Doctors

which I hope you will find helpful,
dccuracy for pactient regiscracions,
Tegistered, not only for our conmvenience
and other supporting staff.

We bave endeavored to assist you in 311 areas s¢ that you will know why the
information is required and how it is used. Rest assured that the informacion
required does play a major part in reimbursement by thizd party payors and
cousequently is for the benefit of the Patient as well as the medical cencar.
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WINCHESTER

MEDICAL
C ENTETR
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November 6, 1992 l

Dear Empioyese:

Winchester Medical Center has received Board of Directors’ approval for its 1993 b

that provides for no rare increase in bospital charges. This is following a 1992 budget thar
included only 2 2.9% increase in rates. The 1993 budget also calls for the continuation of,
the cur-ent merit pay system (0-7% range) as well as periodic reviews of co ity
salary rates with adjusunents being made by job category where warranted. The budgeted
impact of salary increases exceeds 4%.

The 1993 compensation program for employees will continue to be based on the longl
standing philosophy of rewarding meritorious job performance. We will conrinue to
structure salary ranges based on survey information gathered from local, regional and
national employers. Salary survey information is upgraded routinely throughout the year
and pay scale adjustments are made when appropriate.

As in previous years, the foilowing guidelines will be used for merit incyeases based oni
job performance: )

Below job standards 0% l
Meeting job standards 3%
Exceeding job standards 5%
Outstanding performance 7% '

Winchester Medical Center is seasitive to the high cost of healt: .are today in the United =
States and is committed to being the high quality/low cost provider in the region.
Seasitivity to bospital charges paid by our patieats and/or their employers is coupied with
a genuine seasitivity to the salary needs of each empioyee. The 1993 budger strikes 3 l
balance between these two demands placed upon Winchester Medical Center.

Current bospital charge informarion indicates Winchester Medical Center is essenrially the l
best value in this region compared t0 other locai area hospitals and high intensiry hospitals.
Since other hospitals will probably increase ratas in 1993, the spread between Winchester
Medicai Center rates and others will increase making Winchester Medival Center an even
better value for those whbo need bealth care services in 1993.

I bope you will join me in continuing to work together with our medical staff to belp
reduce bealth care costs. The community we serve expects the highest quality medical
care a the lowest possible cost. Our commignen: is to-provide that value to all who
require our services. l

a2

Section I, page 9

363 i




Section IV. Participant Writing Samples

Project PRO's Workplace Writing

364

] N I B N B D B A BN B G O B RE B = B .
g
4
£
E]




Project PRO’s Workplace Writing

ACTIVITY # 02 - The Memo
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ACTIVITY # 04 - The Business Letter
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12 October 1992

Ms. Hannah Boyd
Atlanta, Georgia

Dear Hannah:

As fellow co-workers, we are writing to welcome you to Winchester Medical Center. We are
enclosing quite a few items of information about Winchester and the surrounding area. We
decided to tell you about the Winchester area instead of the hospital because we don’t want you
to overdose on hospital orientation! We feel that everything you need to know about the hospital
you will receive in your orientation program. So, here’s some useful information about the
Winchester and Frederick County areas.

The city of Winchester has an estimated population of 22,000. Frederick County which
surrounds the city has approximately 43,000 residents.

We are located seventy-six miles from Washington, D.C. and ninety-seven miles from
Baltimore, Maryland. Washington is a great place to visit. Some items of interest for a day trip
to D.C. are the Kennedy Center, Smithsonian Institute, Washington Monument, the White
House, and the National Zoo. The Inner Harbor in Baltimore is a great place for shopping and
eating. If you have kids, it’s fun for them too with the National Aquarium located next door.

We have included a brochure on housing, but unfortunately most of the homes are located in

Northern Virginia. Also, we included a pamphlet of area real estate agents that might be of
great help.

There are fourteen elementary schools, three junior high schools, and three high schools located
in the Winchester/Frederick County areas. Private schools inciude Powhatan and Sacred Heart
Academy. Local colleges include Lord Fairfax Community College and Shenandoah University.

Winchester has eleven shopping centers. Just one, for example, is Apple Blossom Mall. It has
over seventy-five stores and twelve restaurants to choose from. Apple Blossom Mall also
includes a movie theater that has a separate entrance for after mall hour movies.

Winchester and Frederick County have a wide variety of churches for you and your family to

choose from. Some churches are Baptist, Assemblies of God, Catholic, Lutheran, and
Methodist.

You and your family would not have far to go for art and culture. In Winchester, Shenandoah
University strongly supports the arts. The university has concerts, recitals, plays, operas, and
musicals each year. Located only a short distance away in Middletown, Virginia is Wayside
Theater which presents professionally-acted plays through the summer and late into fall.
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Winchester and Frederick County have a wide field to choose from for dining and lodging. We
have included a brochure on both.

You will find that Winchester is like the "hub" of a wheel with many points of interesting places
surrounding it. We hope that the information that we have included is helpful and that you will
find everything that you and your family desire.

Feel free to give us a call when you arrive in the area. We will be glad to help you in any way
possible. We’d love to be the "welcome wagon" your first night in town!

Sincerely,

(names)

Enclosures: Directory of Real Estate Agents
Harmon Houses Marketplace
Winchester Frederick County Manual
Dining and Lodging Guide
"A Slice" of the Winchester/Frederick County Area

cc: Personnel
Nurse Recruitment
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October 19, 1992

Ms. Hannah Boyd
Atlanta, Georgia e

Dear Hannah,

As an employee of Winchester Medical Center, and originator of our Friendly Co-worker

program, I have been assigned to welcome you here and introduce you to our town, its places
and its faces.

I understand you will be here in just one month, which is just around the comer. Perhaps you
have never been to Virginia before, much less to Winchester, so I am enclosing two maps. Also
enclosed is a brochure that is nicely illustrated which describes our part of the country. We are
also close to Maryland and West Virginia, so you can see we’re within driving distance of many
different shopping areas and other points of interest.

If perhaps you might be interested in taking some night classes, Winchester does have
Shenandoah University as well as Lord Fairfax Community College ten miles away in
Middletown.

Our downtown mall is closed off to cars for about a half square mile. There enjoy one
bookstore, and some quaint smaller shops and restaurants. Apple Blossom Mall, with the larger
chain stores and cinema compsex, is located about three miles from downtown. Other cinema
complexes are located near by and across town.

Wing it away for the weekend to our unique Dulles International Airport, one and a half hours
away which is served by all the major carriers. Also, Washington National Airport is only two
hours away.

To experience the real hustle and bustle of Northern Virginia, along with the traffic, there are
two major shopping malls - Tysons and Fair Oaks - both about one and a half hours away.

Downtown Washington, D.C. is about seventy-five miles away and can be reached by Metro
Rail from Vienna, Virginia, which is about an hour away. The Smithsonian and the National
Art Gallery, along with many other points of interest are located there. One of our benefits is
scheduled monthly bus trips, either free or for only a minimum fee. These two particular

fascinating places are occasionally one of the bus trip choices as you can see from the enclosed
sample.

As a prospective employee, you will of course be interested in orientation for RNs; it is quite
extensive, but then again one can never be made to feel toc much at home. There is first
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general orientation. Then you will have a department or floor orientation - followed by unit
orientation, where by you will be introduced to your nurse preceptor and receive on-the-job
training (QJT).

The particular unit you have shown interest in, Coronary Care Unit, has eight and twelve hour
shifts, with every other weekend off. You most likely will get a combination day and night
schedule, or all nights, in the beginning. Uniforms in this unit are a warm forest green and are
supplied by the hospital.

Our day care center for infants and children is right on the hospital campus and open from

6:00am to 6:00pm. The campus includes a lake, as well as a lovely walking or jogging
pathway.

Last, but not least, our cafeteria serves hot, almost home-cooked food from 6:00am to 9:00pm,
and again from 11:00pm to 3:00am, so all shifts may enjoy its convenience. All employees also
enjoy a 50% discount in the price of a meal and enjoy a wide variety of foods.

If by now we haven’t talked you into coming to Winchester, let me just add a few incentives
regarding moving. We do have relocation assistance for RNs that provides up to $1,000 of
coverage. Benefits also include twenty days of paid leave per year, 100% tuition
reimbursement, as well as hospitalization and dental insurance.

I hope to see you soon and meet you in person.

Sincerely,
(name)
Enclosures: Winchester/Frederick County Virginia brochure
WMC bus trip opportunities
WMC map
Winchester street map
Map of surrounding areas
cc: Personnel

Nurse Recruitment
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ACTIVITY # 05 - The Business Letter
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Scenario #1

April 28, 1993

Patient Name
Address

Address

Dear (patient name):

I have received and appreciate your last payment in the amount of $ for your
medical bill. However, this amount is less than your required payment of $

You and I need to discuss your account, your Situation, and your options. If I do not
hear from you in ten days, further action must be taken.

I am sure we can resolve this quickly. Please give me a call, and thank you for your
time.

Sincerely,

Patient Accounts
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Scenario #2
April 28, 1993
Patient Name
Address
Address

Dear

I am contacting you to establish a payment schedule for your medical bill. I have
enclosed a credit application for you to fill out. You need to send me proof of your current
income and your last year’s tax return. After collecting this information, please sent it to me.
I will then contact you to discuss and to set up a payment schedule.

If I do not hear from you within ten days, I will set up a payment schedule based on the
information we have.

Sincerely,

Patient Accounts
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Dear Mr. Jones:

During the past three years, you have been very consistent in making your monthly
payments to WMC. We appreciate your prompt payments, however, we have not received any
payments from you since January 1993.

If your financial situation has changes, it may be that you qualify for assistance or that
your payment amount needs to be adjusted.

WMC would like to help you in any way we can. Please contact me to discuss the
matter.

Sincerely,
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ACTIVITY # 06 - Short Report Writing and Listening Skills
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ACTIVITY # 07 - Report Writing - Compare/Contrast
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I recently reviewed my job description and found my duties are more involved than the
functions listed.

The functions of a Personnel Assistant according to the job description is:

Initiate and maintain personnel files, both hard copy and through data
entry into the computer system.

Review all transaction forms for accuracy , consistency and compliance
with Medical Center policy and insure that transaction data are recorded
appropriately and in a timely manner.

Maintain accurate and current personnel files, records of transactions and
pay adjustments and other appropriate filing systems as needed insuring
that all records are accessible and in proper order.

Prepare special reports, data gathering and computer printouts as needed.
Assist department managers, supervisors and employees with questions
and information need while maintaining appropriate confidentiality.
Generate the performance review and COBRA notifications and other
reports which may be required.

Assist other Personnel Department units in providing information needs
and coordination of efforts. ’

In addition to all the functions above, my job also requires:

My job is a very important and a more involved function than my job description states.
Accuracy is critical because my duties affect various departments throughout the Medical Center.

Project PRO's Workplace Writing

Enter all deductions - taxes, Blue Cross/Blue Shield, child care tuition,
savings and Frederick County credit union.

Coordinate with payroll the starting and ending of garnishments.

Record on paper all changes in transactions to report to payroll and
various departments.

Prepare final paycheck list for Credit, Child Care, Accounts Payables,
Laundry, and Benefits coordinator to insure employees have paid or made
arrangements to pay all outstanding debts.

Insure all terminated employees have turned in all Medical Center
property and release their final paycheck.

Report to Employee Relations any badges not turned in by terminated
employees.

Enter employees’ inservices attended during orientation.
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II.

III.

Drawing A Radial Arterial Blood Gas

These instructions will describe the correct protocol for drawing a radial arterial

blood gas. These instructions were written only for a credentialed therapist, certified in
arterial blood gases.

Following the instructions the practitioners will learn to evaluate the patient for

adequate blood flow to the hand; locate the radial artery; remove the blood from the
artery and curtail the bleeding.

The protocol is organized into four section: notification; verification; evaluation;

and extraction.

By following these instructions in the order presented, the practitioner will be able

to draw an arterial blood gas with no harm to the patient.

Description of Equipment

A)

Blood Gas Kit Contents
identification table
2x2" gauze

alcohol wipe

rubber cube

syringe cap

ice bag

dry heparin 3cc syringe

N RN

Protocol

A)

B.)

Project PRO’s Workplace Writing

Notification:

1. A physician’s order must be in the patient’s chart asking for an arterial blood
gas to be drawn.

2. The floor secretary will take the order off the patient’s chart and notify
Respiratory Services through the computer system. This is done by generating

an arterial blood gas slip from the computer and sending it to Respiratory
Services.

3. Once the notification has been received the procedure begins.

Verification:
1. The practitioner will go to the patient’s chart and verify the physician’s order.

2. The practitioner will check the chart to see if the patient is on any blood
coagulants.

3. The practitioner will read the patient’s history.

Section IV, page 19
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C.)

D.)

4. The practitioner will review the previous blood gases.
5. The practitioner will check to see what FIO, the patient is receiving.

Evaiuation:

1. The practitioner will enter the patient’s room and identify himself.

2. The practitioner will state the purpose of being in the patient’s room

3. The practitioner will ask to evaluate the radial artery for good pulses.

4. The practitioner will locate the pulse in the radial artery and complete the
Allens Test, to evaluate adequate blood flow to the hand. This is done by
grasping the hand and occluding the blood flow of the ulnar and radial arteries
for 15 seconds. After 15 seconds has passes, release the pressure on both arteries
and watch how fast the color or blood flow returns to the hand.

5. If the blood flow.is slow to return try the other hand.

6. Once the Allens Test has been completed prepare for blood extraction.

Extraction:

1. Open the blood gas kit and take the plastic bag out. Fill it 1/4 full of crushed
ice from the floor ice machine.

2. Have the patient positioned in a seml-ﬂowers position.

3. Fill out the patient’s label from the blood gas kit.

4. Adorn a pair of latex gloves from the patient’s room.

5. Take the patient’s hand and feel for the radial pulse.

6. Once a good bounding pulse has been located, open the alcohol wipe from the
blood gas kit and cleanse the stick site.

7. Lay out the articles of equipment in the blood gas kit on a bedside table
within easy reach.

8. The practitioner will pull the barrel of the 3cc blood gas syringe back to 2cc.
9. The practitioner will locate the bounding radial pulse again with his free
forefinger.

10. The practitioner will hold the syringe at a 45° angle facing the patient with
its bevel up in the other hand.

11. Insert bevel up syringe at 45° angle into the radial artery. The location is
about 1 to 1 1/2 inches distal to start of the thumb joint.

12. When arterial blood starts to enter the syringe, hold the syringe steady until
2cc of blood has been extracted.

13. When 2cc of blood has been extracted the practitioner will remove the
syringes from the radial artery and immediately place the 2x2" gauze on the stick
site and hold pressure for 5§ minutes.

14. With the other free hand the practitioner will insert the syringe 5 times to
mix the blood with the dry heparin already in the syringe.

15. After inverting the syringe, the practitioner will stick the syringe needle into
the rubber cube and then place the syringes filled blood into the bag of ice.

16. After holding the stick site for 5 minutes, the practitioner will check the site
to see if bleeding has subsided.
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17. If the bleeding has stopped, take the syringe out of the ice bag and remove
the needle from the syringe and replace it with the needle cap.

18. The practitioner will place the discarded needle into a needle box located in
the patient’s room.

19. The practitioner will place the syringe back into the ice bag and then fill out
the information on the computer slip.

20. The practitioner will send the blood gas syringe and the computer slip to the
lab through the hospital tube system.
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How To Set Up Trapeze and Leg Exercisor

I. Introduction:

These instructions will tell you how to safely set up the trapeze and leg exercisor. This
equipment is used for a person with a fractured hip. These instructions are written for
someone who has no knowledge of traction equipment. After reading these instructions,
a person should be able to construct a trapeze and lege exercisor with safety and without
difficulty.

II. Organization of Instructions:

The body of these instructions is organized into three sections - A. Parts To Be
Assembled; B. How To Set Up Equipment; and, C. How To Use Equipment.

II. Parts To Be Assembled:

A. Trapeze and frame assembly - sell illustration on frame assembly page 1.
4 1.V. post clamps
. 2 36" straight bars
1 cross clamp
1 31" double clamp S bar
1 48" swivel clamp bar
1 long telescoping bar
1 27" curved bar (not in illustration)
1 trapeze

B. Leg Exercisor Assembly

1 head board to frame connector
1 overhead connector

1 chain link support

1 or 2 straps

- IV.  How To Set Up Equipment

1. Place I.V. Post Clamps into the slots at the foot and head of the bed. See illustration
2

2. Place 36" straight bars (one at the foot and one at the head) into I.V. Post Clamps,
secure and tighten (illustration 1).

3. Connect cross clamp to the 36" straight bar at the foot of the bed. Clamp goes in the
center (length wise).

4. Connect 31" S bar to the 36" straight bar at the head of the bed (illustration 1).

5. Place 48" single clamp bar into cross clamp and secure at the foot of the bed
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(illustration 1).

6. Attach long telescoping bar to clamps at the top of the bed and tighten. Make sure
telescoping bar is parallel to bed (illustration 1).

7. Attach 27" double clamp curved bar to 48" single clamp bar and telescoping bar to
keep frame stable (not shown in illustration).

8. Attach trapeze to telescoping bar at chest level.

Setting Up A Leg Exercisor For A Right Fractured Hip
1. Refer to illustration 4 number 4. Attach head board to frame connector clamps to 36" bar

and the springs underneath the bed. (you may have to slide 31" S bar slightly to the left.)
Tighten with the bottom clamp.

2. Insert the overhead piece into frame connector. (See illustration 4 number 3.)

3. Attach chain link to hook on overhead piece.

Using The Leg Exercisor

1. Place strap under calf of R leg.
2. Pull overhead piece down and attach the hook to the 4 holes in the straps.

3. Release leg exercisor until leg is 6 to 8 inches off the bed. You may have to adjust the links
to get the correct height.

4. Press leg down and touch the bed. Hold for count of two and release. Do 10 reps, and
stop. Rest for 30 seconds, then do 10 more. Rest, and repeat cycle. Exercise for 20 minutes.
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ACTIVITY # 09 - Presentation Preparation
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To be a Certified Nursing Assistant, you need to be energetic and have a good
personality. First impressions are lasting impressions!

If you go to a patient’s room who has just come from surgery, and you have a simile on
your face, it would brighten the patient’s day. If you have a chip on your shoulder it reflects
on the patient’s recovery. You need to step lively to attend to all of your patient’s needs. If
you have a post-op patient, his temperature and vital signs need to be taken every four hours.
With a patient that is almost fully recovered, you only need to take his vitals at the beginning
of a shift. The patient needs to be bathed daily. One patient may need more help than another
depending on his state of recovery. It is hectic when you have four patients asking for
something to drink, and a post-op patient that needs vitals taken. You need to take the patient’s
vital signs, and then get the other patients their drinks. If you are a dynamic person with a good
personality, this job maybe for you.
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PROJECT PRO
SUPERVISOR EVALUATION FORM

Name: Date:
Department:

WHAT IS PROJECT PRO?

Project PRO is a workplace literacy educational program designed to
increase the participant’s skills so as to improve their workplace
performance in this technical age. The courses are designed so
that participants use thinking, problem~solving, communication, and

teamwork skills to improve their reading, math. and writing
abilities.

REASON FOR SURVEY: Funding for this project is through a federal
grant which requires an evaluation of the effectiveness of the
program. We realize that 12 weeks of classroom experience can not
achieve dramatically significant changes. However, we would like to
have some feedback for program evaluation purposes from supervisors
as to the progress, if any, they think has been made by the
participants from their departments. We would appreciate vyour
taking time to complete this form.

How many Project PRO participants do you supervise?

A. Have you observed in the Project PRO participants you
supervise:

1. Any change in their workplace performance? YES NO
If yes, these are some of the answers we have received.

You may want to circle the ones you have observed or
describe others:

Improved their communication skills
Increased their productivity

Fewer absences, improved attendance
More confidence/pride in their work
Other, Please Describe in Detail

o Bl
ZzzZ=z

2. Any new skills or transfer of classroom skills on their
job. YES NO

If yes, please describe:

3. Any tea building behaviors or greater cooperation
with .ellow workers? YES NO

If yes, please describe:

397




Dage

v

Any change in their problem-solving abilities? YES NO

If yes, please describe:

Has there been any change in their thinking abilities
as evidenced by behaviors such as asking questions.
attempting to clarify instruczions. and reading and
using resources (including yourself and other

people) to help perform their work. YES NO

If yes, please describe:

B. Based on the current Project PRO participants’
performance, would you encourage other emplovees
you supervise to participate in the program? YES NO

C. Would you recommend to another supervisor
that they encourage their emplovees to
attend Project PRO classes? YES NO

D. If applicable, please discuss other things that
Project PRO classes could cover which would bencfit
your department?

E. In your opinion. do Project PRO participants from
your department seem to be better employees as a
result of their participation in this program?
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PROJECT
)%0

PROFESSIONAL READINESS orrorTL

WINCHESTER MEDICAL CENTER

EVALUATICN OF PROJECT PRO COURSE
Course Title: :

Date: Number of years at WMC:
Your Dept.: How long:
Job Title: How long:
Age: Sex:

Participation in Project Pro is designed to assist you in
developing and using your thinking and problem solving skills.
Success in developing these skills is brought about by classroom
practice. _

In order to assist us in improving our methods, we would like
your feedback on your progress and ours for the semester. If you
would complete the following questions using the back of the paper
if necessary, we would appreciate it. :

1. How many classes in this course have you attended:

2. How much time per week do you put into the learning process
(include classroom hours):

3. What were your immediate goals that you wanted to achieve by
attending this course?

4. Did the course assist you in achieving your goal? Yes No
8. Tested higher on a GED test
b. Improved my communication skills on the job
c. Improved my communication skills at home
d. Increased my productivity at work
e. Improved my attendance at work

f. Increased my confidence (self-esteem)
‘8. Other

If possible, pledse describe how the course assisted you.

S. List all the new skills you have developed since you have
been in the course.
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Are you using or can you use those skills on the job? Yes No

Please describe.

What new goals, either personal or educaticnal, have you
thought about trying since you have been in this class?

Are you getting enough help from your teacher? Yes or No
If not, how could the teacher improve?

What can we do as a

Please circle one number

10.
11.
12.
13.
14.
15.

16.

How would you rate
Very interesting

Bow would you rate
Very useful on the

How would you rate
Much too difficult

How would you rate

team to improve your progress?

to show how you would rate each item.

this course:
7654321 Boring

this course:
job 7654321 Not practical

this course:
765 4321 Much too easy

this course:

Very useful outside of work 7654321 Not practical

How would you rate
Very interesting

How would you rate
Very useful on the

How would you rate
Much too difficult

the ma%erials used in this course:
7654321 Boring

the materials used in this course:
job 7654321 Not practical

the materials used in this course:
7654321 Much too easy

4,10
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PROJECT PRO AT WORK

) ’ ’ Please complete this form when an employee who has attended Project PRO demonstrates skills,

‘ knowledge, increased productivity, or other positive behaviors.

Check as many as apply:

Emplovee(s) Department

Demoustrated incressed confidsncefectf @stenm Initiated teamwork

Transferred classroom knowledge to wornkplace activity Instructed co-worker(s)
Demoanstrated problem solving abilities Asked insightful question(s)
Shared knowledge with co-worker(s) Generated valuable suggestion(s)
Used improved communication skiils

Other (Please specify)

[T
111

PLEASE DESCRIBE THE INCIDENT AS FULLY AS POSSIBLE:

Supervisor: Date:

Original:  To Project PRO through interoffice mail First Copy: To Employee Second Copy: For Your Records

Project PRO - Ext. 8980
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10.

PROJECT PRO: VIDEO EVALUATION

Did the participant contribute or attempt to contribute to the
discussion?

Did the participant’s contributions . reveal evidence of
vocabulary development?

Did the participant’s contributions reveal an evaluation of
his or her reading skills?

-
Did the participant’s contributions show that he/she was
analyzing ideas and concepts in that he/she

(1) analyzed eilements (finding assumptions,
distinguishing facts from opinion);

(2) analyzed relationships (relevant data, cause
and effect, fallacies); or

(3) analyzed organizational principles (form and
style, inferring author’s purpose) (SAX, 1989)

Did the participant’s contributions reveal his/her use of
problem-solving strategies (i.e. breaking problems into parts,
seeing problem-solving as a process, working in a step-by-step
manner, developing solutions, and supplying reasons for the
solutions)?

Did the participant talk about his/her experience using
resources?

Did the participant’s contributions show that he/she
understands and knows how to apply ideas?

Did the participant’s contributions show that he/she makes

connections and understands relationships among ideas, topics,
and facts?

Did the participant’s contributions reveal evidence of
the following components of evaluation:

(1) a commitment to and a value of the worthiness of a
task, idea, or concept?

(2) has a philosophy of life; knows who shc,/he is and
what she/he stands for; and acts accordingly?

Did the participant’'s contributions show evidencs that he or
she took responsibility for his/her own learning?




Aruitoxt provia

YOUR NAME: DATE: - —
PLACE A MARK (/) IN THE BLOCK AS EACH PARTICIPANT MAKES AN
APPROPRIATE COMMENT. ADD THE NUMBER OF MARKS AND WRITE IT UNDER
THE BLOCK FOR A FINA'. SCORE. PARTICIPANTS ARE NUMBERED FROM LEFT
TO RIGHT #1 TO #6 (DO NOT COUNT THE INTERVIEWER. LEE ANNE TURNER.)

COMMUNICATIN/READING SKILLS :

CONTRIBUTES TO DISCUSSION
Participant

#] #2 23 24 =3 =6
T
| | |
SHOWS VOCABULARY DEVELOPMENT.
Participant
#1 #2 #3 +43 $5 £6
EVALUATES OWN READING SKILLS..
Participant
#1 #2 #3 #4 #5 46
ANALYZES WRITTEN MATERIAL...
Participant
#1 #2 #3 #4 #5 #6
PROBLEN=-SOLYVING:
DEVELOPS AND USES PROBLEM-SOLVING...
Participant
#1 #2 #3 #4 %45 #6
USES RESOURCES...
Participant
#1 #2 43 x4 F3 =6

b —
"]
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THINKING SRILLS:

UNDERSTANDS/APPLIES IDEAS...
Participant
#1 32 F3 =4

#
tan

%6

UNDERSTANDS/ANALYZES RELATIONSHIPS BETWEEN IDEAS OR TOPICS...

Participant

#1 22 43 =1 L) %6
ABLE TO EVALUATE INFORMATION...
Participant

#1 #2 #3 #3 #5 6
SELF=IMPROVIMENT
SHOWS RESPONSIBLE FOR OWN LEARNING...
Participant

#1 #2 43 #4 #5 $#6




